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[bookmark: _Toc502870744]Section I: Learning Design
[bookmark: _Toc502870745]Roles
MUIH teams collaborate on course development. These are the primary roles. 
· PD 	Academic Director / Program Director / Program Leader
· SME 	Course Developer
· ID 		Instructional Designer
· DLA	Digital Learning Architect
· DCD 	Director, Course Design
· DO 	Director of Operations
· MP 	Media Producer
· CA 	Canvas Administrator
· QA 	Quality Assurance

[bookmark: _Toc502870746]Introduction
[bookmark: _Toc502870747]Backward Design
MUIH practices the backward design method that proceeds in the following three stages:

· [image: ]The results of the course initiate the inception of learning objectives. Therefore, prompting the question, “What should the students know/be able to do upon completion?”
· Identify assessments that provide evidence of learning by measuring student knowledge of the content based on the appropriate level of knowledge.
· Plan appropriate learning activities, which guide learners to meeting the learning objectives. “What learning experiences, instructional activities, or resources will provide students with guidance to achieve the course outcomes?”
[bookmark: _Toc502870748]Developing Learning Outcomes
It is common for the interchangeable use of the terms “learning objective” and “learning outcome.” Harden (2002) purported that objectives are broader when compared to outcomes; therefore, course-level objectives and module-level outcomes are often transposable. 

For example, nomenclature aside, it is essential that these statements are valued as they are used as a blueprint for course design. As learning outcomes/objectives are the foundations of course design and development, its accuracy and relevancy are critical. 

Learning outcomes are observable and measurable, and describe what students are to know and able to do at the end of the course, warranting objective assessments. Additionally, learning outcomes are precise in describing what students are to gain from the course instruction, without vague or ambiguous terminology.


Written from the learner’s perspective, learning outcome structures follow the below format.

By the end of the course, students will be able to… [verb] + [object] 

Example
Upon successful completion of this course, students will be able to:

· Design (verb) a health communications campaign (object) from start to finish following the NCI Making Health Communication Programs Work Communication Program Planning Guide (precise).
· Propose (verb) a communications campaign (object) to an interdisciplinary team of stakeholders who make programmatic and funding decisions related to health communications (precise). 

Please note that these outcomes are observable, measurable, and precise. Avoid using vague terminology, such as ”know,” “understand,” or “appreciate,” which are not directly observable or measurable and do not adequately express expectations. 

Whichever selected action verb, it will align with an assessment that appropriately measures the student’s knowledge to determine if the objective is met. Below are some examples.

	Verb
	Example Assessments

	Recall, Select, Choose
	Multiple Choice 

	Analyze, Examine, Discover
	Case Study

	Identify, Find, Label
	Matching

	Differentiate, Decide
	Research Paper

	Categorize, Formulate
	Discussion Board



[bookmark: _Toc502870749]Bloom’s Taxonomy
Bloom’s Taxonomy (1957) provides a useful list of action verbs for objectives. Below is a pyramid diagram displaying the revised version of Bloom’s Taxonomy, outlining knowledge skills organized from lower-order thinking skills, at the bottom, progressing to higher-order thinking, at the top. 

[image: ]

Remember that there are many other action verbs appropriate for learning objectives. 

According to Bloom’s Taxonomy, lower-order skills are less complicated and used more frequently in a lower-level course, while higher-order skills used in a higher-level course. By aligning Bloom’s levels with modules within the course, the contents will naturally progress toward more rigorous higher-order thinking skills. The table below displays a few examples.

	
	Module 
	Assessment Verbs

	Lower Level of Knowledge (Remembering/Understanding)
	Modules 1-3
	recall
explain
demonstrate

	Mid Level of Knowledge (Applying)
	Modules 4-8
	construct
model
utilize

	Advanced Knowledge (Analyzing/Evaluating/ Creating)
	Modules 9-14
	evaluate
recommend
design



Learning outcomes should always be readily available within a course. Typically, found in the Course Syllabus, Course Overview, and Module Overviews section of the course, they intentionally integrate with the learning activities and assessments. This way, students have access to clear expectations, and the activities and assessments that align with the learning outcomes, avoiding the perception of “busy work” or the course’s lack of direction.
[bookmark: _Toc502870750]Learning Activities 
Learning activities are exercises or assignments that contribute to the achievement of the desired outcome (e.g., discussions, individual writing assignments, or group projects). Create learning activities to demonstrate how students consume the course content, the skill to be developed, or to cultivate an attitude. 

[bookmark: _Hlk498767116]Earlier in this section, an overview was completed regarding how learning activities provide opportunities for interaction that support active learning, which in contrast to passive learning, engages students in the learning process. Active learning includes activities such as group discussions, case studies, role-plays, debates, journal writing, and problem-solving. Below are three types of interaction to leverage in the effort of promoting this kind of engagement. 

	Student ↔ Content Interaction
	Student ↔ Faculty Interaction
	Student ↔ Student Interaction

	Simulations
Reflective writing
Case studies
Learning journals or portfolios
Tutorials
Interactive quizzes
	Class announcements
Providing meaningful feedback
Participation in discussions
Demonstrations
Structured notes
Mentoring
	Study groups
Class discussions
Class debates
Group projects
Group case studies
Peer review



Using backward design, after assessments, development begins for learning activities. Recall that learning activities are exercises or assignments that contribute to the achievement of the desired outcome/objective. By this definition, most assessments—and especially authentic assessments—are also learning activities. Remember that activities should be aligned and clearly connect to both course-level and module-level outcomes.

Discussions

One of the best ways to engage student-student interaction is to create opportunities for discussion. In most cases, discussions are a means to an end—better learning and thinking—rather than merely the end. They should have intrinsic value, be of interest, and aid students in meeting the overall learning outcomes. It is essential that course design and delivery encourage students to participate in the discussion, ask questions, share opinions, and help one another. 

During the design process, it is vital to align discussions with learning outcomes. Use the action verbs listed in the outcome to design a discussion prompt. Below are some examples.

· Apply a concept they have learned to a real-world situation.
· Evaluate something they have been required to read.
· Defend a position they have been assigned.
· Propose a solution to a problem in the field.

Consider how different question types stimulate multiple ways of thinking. 

· Convergent thinking questions may begin with questions similar to “why,” “how,” or “in what way.” Answering these types of questions require an understanding of the content. Convergent questions are relatively simple and typically have one correct answer.
· Divergent thinking questions may begin with questions similar to “imagine,” “predict,” or “how might,” for example. These questions ask students to apply what they have understood. Divergent questions are open-ended and have many valid answers.
· Evaluative thinking questions may begin with questions similar to “defend,” “what do you think about,” or “what is your opinion about,” and usually require sophisticated levels of cognitive and emotional or affective judgment. Evaluative questions can have many valid answers.
[bookmark: _Toc502870751]Instructional Materials
Instructional materials must always contribute to the achievement of the stated course and module learning objectives. Understanding both the purpose of required and optional instructional materials and its appropriate use for learning activities is critical. Below outlines the difference between required and supplemental/optional materials.
· Required course material is what the student must read, view, or otherwise use to complete an assignment. 
· Supplemental/optional materials are included for enrichment and are not required for course completion. 
Instructional materials are always current, with up-to-date resources that reflect recent philosophies in the field to ensure the course is relevant. A variety of instructional materials with options for learners for how they consume content (e.g., reading, viewing a video, listening to a podcast) are used to meet the needs of diverse learners.
[bookmark: _Hlk498960752][bookmark: _Hlk498960922]MUIH uses American Psychological Association (APA) style formatting for writing and citations. 
Correctly cite all resources in APA format, including:
· instructor-created materials
· published materials 
· images and other graphic materials
· videos 
· websites
Here are few examples of commonly used citations in APA format.

Books
Ash, M., & Ash, I. (2008). Handbook of food additives (3rd ed.). Endicott, NY: Synapse Information Resources.
Cook-Cottone, C. P. (2015). Mindfulness and yoga for self-regulation: A primer for mental health professionals. New York, NY: Springer.

Edited book
Melton, G. (Ed.). (2017). Melton's Encyclopedia of American religions (9th ed.). Farmington Hills, MI: Gale.

Article or chapter in a book
Lawrence, J. A., & Dodds, A. E. (2003). Goal-directed activities and life-span development. In J. Valsiner & K. Connolly (Eds.), Handbook of developmental psychology (pp. 517-533). London, England: Sage Publications.

Journal articles
Ait-Ghezala, G., Hassan, S., Tweed, M., Paris, D., Crynen, G., Zakirova, Z., & ... Crawford, F. (2016). Identification of telomerase-activating blends from naturally occurring compounds. Alternative Therapies in Health & Medicine, 22, 6-14.
Hsu, O., Tsourounis, C., Chan, L. S., & Dennehy, C. (2016). Chinese herb use by patients at a San Francisco Chinatown Public Health Center. Journal of Alternative & Complementary Medicine, 22(9), 751-756.
Lucille, H. (2017). The mind as the root of a healing art. Alternative Therapies in Health & Medicine, 23(3), 56-60.

Non-periodical web sources
List as much of the following information as possible:
Author, A. (Date of publication). Title of document. Retrieved from http://www.webaddress.com
· If there is no date, use n.d. in place of the date.
· If there is no author, place the date in parentheses after the title.

Differences between coaching and mentoring. (2010, 18 July). Retrieved from https://www.youtube.com/watch?v=tKQL_X5a8uk
McNamara, A. (2014, 19 May). Counseling advice: healthy communication and relationships. Retrieved from http://www.counselingpsychology.org/healthy-communication-relationships
Rodriguez, T., & Stern, V. (2014, 1 July). Can acupuncture treat depression? Retrieved from https://www.scientificamerican.com/article/can-acupuncture-treat-depression/
What is Oriental medicine? (n.d.). Retrieved from http://www.orientalmedicine.edu/whoweare-whatis.htm


[bookmark: _Toc502870752]Assessments
Assessments are graded or ungraded assignments that allow students to demonstrate their achievement of each Learning Outcome. The verb used in the outcome must align with the actual tasks assigned for the assessment.  
An authentic assessment assigns students to perform real-world tasks that demonstrate meaningful application of essential knowledge, mastery, or skills (e.g., applying new knowledge or skills to solve a problem faced as clinical practitioners). It is acceptable if an assessment measures the attainment of more than one outcome. Assessments comprise a significant portion of the final grade.
Remember that in backward design, after the development of strong learning outcomes, the second step is to design assessments that measure the learning outcomes. This means the assessments determines the action verb used in the learning outcomes. 
Examples
Below are examples of possible assessments based on specific action verbs.

Sequence assessments to build on prior knowledge, and provide various opportunities to ensure multiple ways for learners to demonstrate mastery as well as accommodate their diverse needs. Suit assessments to the learner work level—meaning that the assessment is appropriate based on the learners’ level of knowledge. Below are four different aspects of assessment to consider while designing an assessment strategy.  
· Formative assessments involve low-risk (low to no point value) opportunities for student practice and receive feedback. Formative assessments also aid faculty in collecting information used to improve instruction and assist students in assessing their understanding. Timely feedback is an essential aspect of formative assessment. Ungraded self-tests, opportunities for peer review, informal discussions, and group assignments are used for this purpose. A mid-course survey (whether anonymous or for bonus points) that evaluates students' ease of navigation of the course can help improve their experience before it is too late for their benefit.
· Summative assessments occur at the end of a course, module, or unit and evaluate how well a student met the stated objectives. Examples include midterm exams, final exams, final projects, or portfolios. 
· Traditional assessments refer to conventional methods of testing. They often include true/false tests, multiple-choice tests, short answers, and essays. 
· Authentic assessments are opportunities for students to perform real-world tasks to demonstrate acquired skills and knowledge. These may include case studies, role-play, and internships.
[bookmark: _Hlk498768086]Every course should provide learners with multiple opportunities to track their learning progress, with a balanced approach to assessment, including all of the above as appropriate.
[bookmark: _Toc502870753][bookmark: _Hlk499639469]Alignment
[bookmark: _Toc502165195][bookmark: _Toc502167515][bookmark: _Toc502168550][bookmark: _Toc502229690][bookmark: _Toc502229752]The first significant step in the course design process is to develop a course outline that validates alignment between the course learning objectives, learning assessments, and learning activities. 

The development of a course map that displays alignment between the course-level learning outcomes, module-level learning outcomes, assessments, and learning activities is beneficial in course design. Section II covers Course mapping in more detail.

Learning outcomes, activities, and assessments are to align, or parallel with one another, to ensure students are learning the appropriate content, and to accurately assess, or measure, prior knowledge. The best method is to map these components of the course in the effort of evaluating important elements. Moreover, course maps ability to identify alignment is fundamental to selecting appropriate content, activities, and assessments.
[bookmark: _Toc502870754]Quality Rubrics
[bookmark: _Toc502165197][bookmark: _Toc502167517][bookmark: _Toc502168552][bookmark: _Toc502229692][bookmark: _Toc502229754]Evidence-based rubrics centered on high-quality courses guide the course development process. MUIH’s online, hybrid, and web-assisted courses implement the Quality Matters (QM) rubric to measure excellence. To achieve this, the Quality Assurance team reviews courses grounded on QM standards before the course launches. The QM Rubric focuses on eight General Standards:
· Course Overview and Introduction
· Learning Objectives (Competencies)
· Assessment and Measurement
· Instructional Materials
· Course Activities and Learner Interaction
· Course Technology
· Learner Support
· Accessibility and Usability

Rubrics are available in the Canvas course to optimize the use of the SpeedGrader feature. There are three aspects of rubrics to consider - the criteria, rating scale, and descriptive characteristics.
[image: ]
Discussing the topic of assessments would not be complete without covering the value of grading rubrics. It is important to make expectations clear by providing specific and descriptive criteria that evaluate the learners’ work, and how these criteria tie to the course grading policy. Rubrics help fulfill this requirement by clarifying instructor expectations and provide valuable objective feedback for students. They save time for faculty during grading, aid in consistent evaluation, help identify weak points in instruction, and reduce student questions and complaints about grades. Additionally, writing a rubric is an opportunity to check for alignment, as the rubric measures the stated learning objectives.  


Developing a Rubric  
Learning objectives are integral while developing rubrics. 
1. How will students demonstrate mastery of the learning objectives? 
2. Determine the criteria. 
a. How would one describe the essential elements of the learning task? Criteria should be specific, observable, and measurable to assess students objectively. Each criterion should be distinct to avoid measuring more than one element of the learning task at a time. A typical rubric may contain 4-8 criteria. 
b. [bookmark: _Hlk499641673]Below are some examples.
i. A rubric for an online discussion might include “quality of the original post,” “quality of replies,” “understanding of reading and resources,” “use of APA format,” and “timeliness.”
ii. A rubric for an essay might include “thesis,” “organization,” “support and development of ideas,” “insight into the subject,” “style,” and “grammar/punctuation/mechanics.”
iii. A rubric for a project might include “topically is relevant to the assigned subject,” “integration of course concepts,” “originality,” and “grammar/spelling/mechanics.”
iv. A rubric for a group project might include “teamwork,” “contribution,” “integration of course concepts,” “supporting material,” and “composition.”

3. Determine the rating scale by differentiating levels of performance. Using 3-5 categories is common. More categories may not be desirable as it can become challenging to delineate differences as the number of categories grows. It can also become more difficult to grade. 

Canvas does not distinguish these levels of performance with labels, but it may be helpful to add labels for quality indicators as the rubric is developed. For example, use labels such as “exceeds expectations,” “meets expectations,” and “does not meet expectations.” It is helpful to be aware that the choice of quality indicators may influence students’ attitudes and perceptions toward achievement. If improvement is a goal of the course, some quality descriptors may be more motivating to students and help them monitor their progress, such as “exemplary,” “accomplished,” and “developing” as used in the example below.

4. Write descriptive characteristics. Create short statements of the expectations under each level of performance for each criterion. Again, use specific, observable, and measurable language to encourage objective assessing. 

Use consistent language across the scale since parallel and consistent wording with only the degree to which the standard is met varying across the range improves consistency in grading and ease of use. It may help to start with a description of minimum proficiency and describe a continuum.


Example
This table is modifiable for use with any rubric.

[bookmark: _Hlk499730049]Discussion Rubric 
	 
	Exemplary
	Accomplished
	Developing
	Points

	Quantity and Timeliness
	4 to >3 pts
1) The first post is made early in the week (by the deadline) in response to the prompt in the instructions 
2) Completes at least three responses to posts from others 
AND 
3) Replies are made on at least two separate days.
	3 to >2 pts 
1) Submits the first post somewhat late (shortly past the deadline) 
OR 
2) 1-2 replies are completed 
OR 
3) All replies are made on the same day.
	2 to >0 pts 
1) The first post is either extremely late or not completed 
OR 
2) No replies are completed.
	4 pts 

	Understanding of Content
	4 to >3 pts 
Posts show evidence of knowledge and understanding of course content and extend the learning/discussion. 
Posts are thorough and thoughtful, including examples, experiences, supporting information from resources, etc.
	3 to >2 pts 
Posts show evidence of knowledge and understanding of course content. 
Posts are adequate but could be developed further with more explanation or examples.
	2 to >0 pts 
Posts show little evidence of knowledge and understanding of course content or are off topic.
Posts needs further development.

	4 pts 

	Professionalism
	2 pts 
1) Posts show mindfulness for presentation and are relatively free of errors 
AND 
2) Citations are included in correct APA format.
	1 pt  
1) Posts contain some grammar, punctuation, or spelling errors 
OR 
2) Citations are included but may need corrections for APA format.
	0 pts
1) Posts show lack of concern for presentation, including “texting speak” or multiple grammar, punctuation, or spelling errors 
OR 
2) Sources are not fully cited.
	2 pts 




Always attach rubrics to graded assignments on Canvas. The image below displays the same rubric on Canvas. Notice that the rating scale label as "Ratings." More specific quality indicators can easily integrate within the descriptive characteristics.

[image: ]

[bookmark: _Toc502870755]Additional Resources

Azusa Pacific Action lists examples of action verbs for the Revised Bloom’s Taxonomy.
Azusa Pacific University. (n.d.). Revised Bloom’s taxonomy action verbs. Retrieved from https://www.apu.edu/live_data/files/333/blooms_taxonomy_action_verbs.pdf 

[bookmark: _Hlk498935102]Carnegie Mellon shares great information on designing high-quality discussions including question types and the cognitive skills they require to answer as well as conventional questioning errors.
Carnegie Mellon. (2015). Discussions. Retrieved from https://www.cmu.edu/teaching/designteach/teach/instructionalstrategies/discussions.html 

Cornell University teaches the basics of creating effective online discussions.
Cornell University. (2017, October 13). Online discussions. Retrieved from https://www.cte.cornell.edu/teaching-ideas/teaching-with-technology/online-discussions.html 

This resource offers ideas for engaging students with student-instructor, student-student, and student-content interaction. 
Faculty Commons. (2013, April 19). Three types of interaction that foster student engagement. Retrieved from http://facultyecommons.com/three-types-of-interaction-that-foster-student-engagement/ 

Iowa State introduces the basics of Bloom’s taxonomy and learning objectives.
Iowa State Center for Excellence in Learning and Teaching. (2017). Revised Bloom’s taxonomy. Retrieved from http://www.celt.iastate.edu/teaching/effective-teaching-practices/revised-blooms-taxonomy

Illinois State explains the formulation of SMART learning outcomes.
Lamonica, C. (2017, August 24). Design your course. Retrieved from https://ctlt.illinoisstate.edu/pedagogy/modules/design/module2.shtml

Arizona State University teaches how to write measurable objectives and offers a few examples.
Smith, T. (2012, July 2). Writing measurable learning objectives. Retrieved from https://teachonline.asu.edu/2012/07/writing-measurable-learning-objectives/ 

The University of Colorado Denver provides an online tutorial in rubric development for faculty. 
University of Colorado Denver. (2006). Creating a rubric. Retrieved from http://www.ucdenver.edu/faculty_staff/faculty/center-for-faculty-development/Documents/Tutorials/Rubrics/index.htm

The University of Hawai’i Manoa offers a comprehensive resource on the development and use of rubrics.
University of Hawai’i Manoa. (2017, August 29). Creating and using rubrics. Retrieved from http://manoa.hawaii.edu/assessment/howto/rubrics.htm  


The University of Florida outlines best practices and includes some great sample rubrics. 
University of Florida Center for Teaching and Learning. (2017, May 19). Rubrics in online learning. Retrieved from http://citt.ufl.edu/online-teaching-resources/assessments/rubrics-in-online-learning/





[bookmark: _Toc502870756]Section II: Course Development Process
[bookmark: _Toc502870757]New Courses vs. Revised Courses
The following procedure pertains to New Courses – courses created for the first time. Existing courses that require revisions execute a different, but similar, process covered after this section.
[bookmark: _2z800bp5w8s1][bookmark: _qh0cqw81mwts][bookmark: _n7o2i5vx50z][bookmark: _Toc502870758]Procedure for New Courses
[bookmark: _xc8xzul9w5jr][bookmark: _Toc502870759]Milestone 1: Course Request, Kickoff Meeting, and Outline
1.1 Course Requests
· At the beginning of each trimester, the DCD sends out a request to all PDs for a list of new courses (or revisions) seeking development for the upcoming trimester.
· PD assigns SME for each course
· PDs send lists of courses and SMEs to DCD
· The DCD transmits a Course Request Form (CRF) for details of the new course 
· DCD assigns ID for each course
· DCD sends “completed” Course Request Form (CRF) to newly assigned ID
· ID schedules “Kickoff” meeting with SME (1.2)
· DCD requests Canvas course development shells from CA
· CA creates Canvas course development shells from template

Note: If necessary, the DCD or ID will meet with the PD and SME in a pre-kickoff meeting to guide them through initial stages of completing the CRF. 

1.2 Planning the Kickoff Meeting
· ID schedules kickoff meeting with SME and PD
· ID sends SME Guide (this document) to SME in advance of the initial kickoff meeting
· ID sends preliminary questions about the course to the SME
· ID schedules kickoff meeting with SME and PD

1.3 Kickoff meeting to develop Course Outline
· ID, SME, and PD meet to develop course outline establishing alignment of:
· Learning objectives
· Assessments
· Learning experiences (activities)
· ID identifies media production needs (audio, video, graphics, stock photos, interactive modules, etc.) and assigns MP to produce them.

Note: The SME, ID, or a specialist may produce course media depending on the requirements or complexity of the request.

· All course media should be
· Branded as MUIH content
· Authored by MUIH SMEs
· PowerPoints should use the official MUIH template
· Media should be ADA 504c compliant
· ID, SME, and PD sign off on Milestone 1 when the Course Outline is complete.

Note: More than one meeting may be necessary to complete the Course Outline.
[bookmark: _m9tn7ro09h3l]
[bookmark: _Toc502870760]Milestone 2: Develop First Module/First Third of Course
Note: This may be the first third of course, but recommended to start with one content module.

2.1 Develop content for the first module
· SME authors original content for the first module and sends to ID
Note: Content may include text, graphics, audio, video, presentations, or other media.
· ID requests media from MP for the first module

2.2 Develop the first module
· ID creates the first-course module in the Canvas development shell
· ID adds media to the first module

2.3 First module review and approval
· PD, ID, and SME meet to review and approve the first module
· PD, ID and SME sign off Milestone 2
[bookmark: _o517fyno9kw5]
[bookmark: _Toc502870761]Milestone 3: Second Third of Course
Repeat process for second third of course modules, with the addition of a Quality Assurance review

3.1 Develop content
· SME creates content for second third of course and sends to ID
· ID requests media from MP for second third of course

3.2 Develop course modules
· ID creates second third of course in the Canvas development shell
· ID adds media to the second third of course

3.3 Second, third review and approval 
· ID asks QA to review modules completed so far
· QA reviews modules completed so far and sent review to ID
· ID revises course based on QA review
· PD, ID, and SME sign off on Milestone 3
· DCD sends SME first half of course development fee
[bookmark: _n2g9nt1c6w9p]
[bookmark: _Toc502870762]Milestone 4: Final Third and Course Launch
4.1 Develop content
· SME creates content for final third of course and sends to ID
· ID requests media from MP for final third of course

4.2 Develop final third of course modules
· ID creates final third of course in the Canvas development shell
· ID adds media to the final third of course

4.3 Final course review and approval
· ID asks QA to review course
· QA reviews course and sends review to ID
· ID revises course based on QA review
· PD, ID, and SME sign off on Milestone 4
· DCD sends SME final course development fee

4.4 Course launch
· CA copies course shell into production course and publishes the course
· Registrar adds students to courses following enrollment
· Program Admins add faculty to courses

[bookmark: _Toc502870763]Course Mapping
A Course Map is a visual representation, usually a table, displaying the alignment of essential course components. 
In an online course, activities and assessments align and explicitly link course and module-level outcomes. This keeps the course, and the students, on track and verifies relevant and purposeful learning activities and assessments leading to the achievement of the stated learning objectives. Often, instructors upload Course maps to the Course Overview section of an online course for student viewing.
The list below outlines a few best practices to consider while developing a Course Map.
· Module/unit learning objectives are consistent with course-level objectives. All course objectives adequately cover each module/unit objective. Objectives at the module/unit level are more specific than course objectives. 
· All assessments, activities, and learning materials align with stated objectives. The relationship between them is explicit for students later in course design.
· Design assessments with the appropriate level based on the learning objectives. Notice the action verb used in the learning objective for the level of learning to apply in its comparable assessment. If the learning objectives are high level, then the assessments reflect equivalent higher-order thinking. 
· Learning activities provide opportunities for interaction to support active learning. 
· Include a variety of instructional materials to meet the needs of diverse learners.
· Any tools used in the course should support the learning objectives and promote learner engagement and active learning.

The table below presents a framework to communicate the alignment of course outcomes with assessments and learning. It is a best practice to upload this framework into the learning management system to communicate the course alignment for colleagues and students.
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[bookmark: _Toc502870764]Course Map Template
	Course Outcomes: 

	Example:
Students will be able to…
1. Recall basic concepts in …
2. Explain …
3. Apply the principles of …
4. Analyze … 
5. Design a …. 

	Your Turn:
Students will be able to…
1. List Course Outcome #1
2. List Course Outcome #2
3. List Course Outcome #3


	Module
	Module Outcomes
	Learning Materials
	Activities
	Assessments

	Example:
Module 1:
Principles of XXX


	Example:
1. Recall XXX (CO 1)
2. Define XXX (CO 1)
3. Explain the XXX (CO 2)

Note: Module Objectives are consistent with and reference Course Objectives. 
	Example:
· Reading
· Audio Lecture
· Video Presentation 

Note: Materials contribute to the achievement of all learning objectives 
	Example:
· Complete Reading
· Review Audio Lecture
· Review Video Presentation 

Note: Activities promote the achievement of all learning objectives
	Example:
· Module 1 Quiz: Principles of XXX
· Module 1 Discussion

Note: Assessments measure the achievement of all learning objectives. 

	Your Turn:
Module 1: Module Title
Goes Here 
	Your Turn:
· List Outcome #1
· List Outcome #2
· List Outcome #3
	Your Turn:
· List Material #1
· List Material #2
· List Material #3
	Your Turn:
· List Activity #1
· List Activity #2
· List Activity #3
	Your Turn:
· List Assessment #1
· List Assessment #2
· List Assessment #3

	
	
	
	
	



[bookmark: _Toc502870765]Additional Resources

Carnegie Mellon University explains how and why courses must align.
Carnegie Mellon University. (2015).  Why should assessments, learning objectives, and instructional strategies be aligned? Retrieved from https://www.cmu.edu/teaching/assessment/basics/alignment.html

Pasadena City College explains the fundamentals of assessment and assessment types.
Course assessment. (2015, July 29). Retrieved from http://online.pasadena.edu/faculty/hb/courseassessment/ 

New Mexico State University provides a practical example of a Course Map.
New Mexico State University. (2017). Map your way to a quality course: Course mapping. Retrieved from https://www.qualitymatters.org/sites/default/files/presentations/MapYourWayToAQualityCourse_Poster __ApodacaForsythe.pdf 
	


[bookmark: _Toc502870766]Section III: Creating Course Content
[bookmark: _Toc502870767]Building Course Content
The Course Developer will use the following questions and guidance to write and build the course content and overall structure, which the Instructional Designer/Digital Learning Architect will use to inform opportunities for additional student engagement, multimedia tools, and implementation of online best practices. 

In Part II, the focus was course alignment with the mapping of course-level learning outcomes, module-level learning outcomes, assessments, and learning activities. Next, utilize the course map created to inform the development of each section. Sections III and IV provide guidance on completion of the Course Creation Document for handoff to the assigned Instructional Designer. 

Course Welcome and Overview Section
The Welcome and Course Overview section of MUIH courses familiarizes the students’ with course navigation, structure, and expectations. Most instructors write a draft and then revise the draft once the course is completed. 

Below are a few best practices demonstrated in an exemplary course welcome. 

· Add the approved course description.
· A welcoming paragraph(s) that transitions from the course description and welcomes students to the course. 
· Include additional explanatory language to contextualize the course topic or any other high-level information to orient a student before engaging with the course content. 
· This is an appropriate place to describe the format of the course. 
· If applicable, note what is unique, different, or special about this course.
· List course-level learning outcomes. 
· Add the course map or alignment grid here including course-level and module-level outcomes and assessments.
· Briefly describe the types of assignments in the course and the grading schema.
· Describe how the course is organized into modules and the number of weeks/module.
· Provide a detailed tour of the course features to show students how to access the materials and outline tasks that must be done each week in the form of a scavenger hunt, video, or an introductory quiz as described in the “Quizzes” section below. 
· Keep sustainable design in mind (e.g., no due dates or elements that are likely to change).
Faculty Information Section
The Faculty Information area provides a platform for the faculty to share their background and excitement for the field and this course.

Remembering that other faculty members may teach the course or different sections of the course, separate the course introduction and faculty introduction sections. Below are a few best practices when developing the faculty information section. 

· Comments on teaching philosophy
· Summary of experience with teaching this course or other online courses
· Personal information such as hobbies, family, travel experiences, etc.
· A photograph, audio, or video message

[bookmark: _Toc502870770]Module Content
The Course Overview and Faculty Information is only submitted to Instructional Designer/Digital Learning Architect the once. For subsequent modules, use the Course Creation Document in Section IV, a template that excludes these background components.

For those with advanced technical skills, it is acceptable to build the course directly in Canvas; however, inform the Instructional Designer/Digital Learning Architect that this is the plan. Section IV will still serve as a guide and provide useful information during the course build.
Additionally, Section IV’s document is an excellent way to communicate with the Instructional Designer, particularly if unsure of the instructional strategy or to provide them with additional materials.

Module Overview
Include the following elements in the overview of each module/unit of study. 
Introduce the content of the module. Provide the context for the topic within the field of study as well as its connection to the objectives of the course.
List the module-level objectives.
Give a brief overview of the learning activities and graded assignment(s) for the module.
This is an excellent place to insert a module-level alignment grid if available.

Label modules with a numeral, colon, title, and optional week designation. 

Example 
Module 1: Introduction to Chemistry (Weeks 1-3)

Module Resources
It is essential to discern between required, supplemental, and optional course material. Required course material is what the student must read, view, or otherwise use to complete an assignment. Supplemental/optional materials are included for enrichment and not required for course completion.

List all course material in APA format. Include a brief (one or two sentences) description of each resource and its purpose – how it aligns with objectives, contributes to the successful completion of an assignment, etc. Inform the Instructional Designer if they are to present resources in a specific order.

Identify and cite sources (using APA style) for all materials including 
· instructor-created materials
· publisher materials (Note materials that require formal permission)
· images and other graphic materials
· videos (request written transcripts of instructor-created video or audio materials to remain ADA compliant)
· websites

Key Points: 
Identify requested acknowledgment and permissions for web-based resources. Note materials that require formal approval.
Instructor-created video or audio materials require written transcripts to remain in ADA compliant The Instructional Designer can assist with obtaining transcripts, if necessary.
Resources that are reference materials (e.g., Purdue OWL) include instructional language guiding students in its use and application to course content.
Module Assignments
When creating an assignment, provide the Instructional Designer with the grading scheme of assignments. Also, inform the ID of how students will engage with the course material, each other, and the instructor.

· Allocate each assignment a specific name, such as Week 1 Assignment: Biology Research Paper.
· Describe each assignment and include:
· Brief introduction to the activity including the rationale for how the activity or assignment contributes to attaining the course-level learning outcome;
· Specific instructions on how to complete the assignment;
· Due date;
· Available dates, if appropriate. Please indicate the date when students may start the assignment and the date that the assignment is closed.
· State how students will receive feedback and the criteria used if the learning activity is graded. 
· Include the grading rubric for all graded assignments. Consult with Faculty Development or the assigned Instructional Designer for additional guidance in constructing a rubric.

Below are key points to consider if implementing group activities. 

· State the number of members allowed in each group.
· Include language that explains to students how to access and locate the group’s area. 
· Optional: include information about suggested roles within a group depending on the project (e.g., research, synthesis, and patient expert for a case report assignment).
· If assigning different student roles within the groups, explain how the student is to discover his or her role. 
· If the group is to submit a final assignment, indicate if only one submission or individual submissions are necessary. 
· If requesting one assignment submission, be sure to include instructions identifying which group member will be responsible for submitting assignments. 
· If requesting multiple and individual submissions, indicate this, and consult with the Instructional Designer regarding its configuration in Canvas, as group assignments in Canvas only allow one person from each group to submit a product.

The Peer Review function in Canvas allows students to provide feedback on another student’s assignment submission and offers an opportunity for peer learning. Peer Review is beneficial when drafts and revisions are built into a project, and students are permitted time in between the peer review and project deadline to incorporate peer feedback into the final product. Consult with the Instructional Designer for guidance on Canvas’ peer review configuration.
Developing Discussions
Task learners to introduce themselves to the class to foster a sense of community, and an introductory discussion are an excellent chance to do so. Allow students to respond by text, recording a video, or voice response. If guidance is needed, consult with the Instructional Designer.

Provide the below following details for each discussion in this module. 

· Title the discussion.
· Include an introduction to the discussion that consists of the context of how it relates to the objectives of the course and module.
· [bookmark: _Hlk498943832]Provide specific instructions for the content of the original post and any required responses/replies. If authoritative resources are necessary, clearly state that APA format is required and how many resources they are to use. 
· Specify the number of response posts required and the number of words required for both the initial post and the response(s).
· If the discussion involves different student roles, explain how each student is to discover his or her role.
· Include a due date for both the original post and any required responses/replies. 
· Include available dates, if appropriate. Indicate the date when the discussion will be available for students to start and the date that the discussion is closed. See the notes below for determining due dates.

Key points on determining due dates:

· All assignments should be due at 11:59 pm ET.
· When designating due dates for each post, use days of the week instead of numbered dates to ensure sustainable design. For example, “Initial post is due by Wednesday of Week # at 11:59 pm ET.” “Responses are due by Saturday of Week # at 11:59 pm ET.”
· For a discussion that spans one week, the initial post is typically due on Wednesday or Thursday, and the response post generally is due on Saturday. There is flexibility here.
· It is best practice to set the Canvas due date for the date of the response post(s) and create a calendar event for the “Initial Module # Discussion Post” for 11:59 pm ET of its due date, including a link to the discussion forum in its description. Discuss the selected strategy with the Instructional Designer/Digital Learning Architect.

Discussion Rubrics  

[bookmark: _Hlk498684626][bookmark: _Hlk498684627]Using the information on designing rubrics for assessment provided earlier in this document, including a rubric for each discussion in this module below. If there is more than one rubric, label each.

Inform the Instructional Designer if providing exemplars and non-exemplars for students to view so they can compare and contrast exemplary work samples with those that are in need of further development. Providing both exemplary and standard models of an assignment helps communicate expectations and reduces student questions about assignments. Label each sample “exemplary” or “non-exemplar” to prevent confusion.

Module Quizzes
The Instructional Designer/Digital Learning Architect will assist in creating any quizzes or tests. As submission of the questions and answers need further clarification, inform the ID in advance to allow them time to send the document with the specific instructions on how to provide the questions and answers.  

Indicate the below items.

· Quiz title
· Due date
· Start and end dates if availability is limited
· Number of attempts allowed
· Time limit
· Points per question and maximum point value
· Question display (set order or randomization; one-at-a-time or all-at-once)
· Feedback display (when students can see correct answers and for how long)
· Question type (e.g., multiple choice, true/false, etc.) and question content.

Note:

· To ensure accessibility and usability, do not assess students’ abilities in visually identifying aspects of images.
· For a multiple answer question, include the direction to “Select all that apply.”
· Canvas quizzing features also create surveys and polls. 

Consider creating an introductory quiz to promote understanding of the syllabus, course requirements, and required tools and technologies. This would be the first quiz in the course and allow students multiple attempts may encourage them to return to the syllabus multiple times, using it as a reference.  

[bookmark: _Toc502870776]Accessibility 
MUIH is dedicated to the success of all students and take designing learning experiences to promote inclusive learning environments as a priority. Students with visual disabilities, hearing disabilities, cognitive disabilities, and motor disabilities face different challenges accessing online courses and may use assistive technologies such as screen readers, magnification equipment, dictation software, or reading programs to obtain information. 
Accessibility guidelines and standards protect the civil rights of students in an online learning environment; however, compliance with the ADA is in the best interest of all students. For instance, thoughtful course design, such as the inclusion of captioning in videos, benefits not only students with disabilities, but also students who attend class quietly at night while their children are sleeping, students who attend class in a noisy environment, students who are learning English, and students who like to exercise while they learn.
There are many aspects of accessibility well beyond the scope of this document, and the Instructional Designers/Digital Learning Architects can assist in complying with these standards. The table below describes a few of the more pertinent accessibility, and it is encouraged to use the Additional Resources list to explore this topic in more depth as time allows. 
	Potential Barriers
	Accessibility Considerations

	Font and text 
	Fonts considered among the most readable include those from the Serif and Sans-serif font families. 

Serif fonts include:
· Times New Roman
· Georgia 
· Book Antigua

Sans-serif fonts include:
· Arial
· Tahoma
· Trebuchet MS 
· Verdana 

It is best practice to Limit the number of fonts to no more than 2 or 3 font faces as well as limiting the number of font variations (bold, italic, capitalization, etc.). 

A font that maintains its readability and functionality at a magnification of 200% is required. The design of Canvas’ interface supports accessibility and readability; nonetheless, it is important to be aware of these issues in all aspects of content creation.


	Headings and lists 
	It is vital to use built-in headings and other built-in style features in programs such as Microsoft Word, PowerPoint, and Canvas rather than direct formatting by just using a larger font, bold, italics, etc. These built-in features provide a navigational structure for those using screen readers. 

Use built-in headings (e.g., selecting Heading 1, Heading 2, Heading 3, etc.) so that students can distinguish between regular text and headings. Use integrated list structures (e.g., bulleted list or numbered list button) to convey structure to the students.


	Use of color 
	Avoid using color to convey important meaning to students with visual impairments might not be able to distinguish this. If important information is communicated using color, there must also be textual cues or another way to express the same information that does not require perceiving different colors. 

It is important to design learning materials with the high color contrast between the foreground (text) and background colors. Color contrast requirements can vary depending on text size/type of content. The Instructional Designer has access to contrast checkers to assist with developing compliant material. 


	Link text 
	Link texts (the clickable text in a hyperlink) are concise and meaningful so that students with screen readers can understand the relevance of the link. 

In most cases, a URL is not concise or meaningful and is cumbersome when read by a screen reader. Replace these URLs with display text that conveys the purpose of the link and makes sense, even when out of context. Avoid non-informative link phrases such as “click here.”
 

	Non-text content  
	Alternative text, or “alt text,” is invisible text attached to non-text content read aloud by a screen reader. Alt text or a suitable substitute (long descriptions, captions, or audio descriptions) is required for all non-text/visual content such as images, tables, charts, maps, graphs, and symbols. 

Programs such as Microsoft Word, PowerPoint, and Canvas allow for the addition of alt text. Alt text should convey the content and function of images. The Instructional Designer can help determine appropriate, equivalent alternative text for non-text content. 


	Data tables
	While sighted users can visually scan a data table and differentiate between header cells and data cells by location and text formatting, someone who cannot see the table cannot make these associations and relies on “markup language” to indicate row and column headers and the relationship between data cells and header cells. 

It is essential to use a simple table layout, use headings for columns and rows, and avoid blank and merged cells. The Instructional Designer can help create accessible data tables. 


	Animations and visual effects
	Flashing or blinking lights in animations, visual effects (such as transitions in slides or videos), and objects that automatically update can be dangerous for people with photosensitive seizure disorders. For example, if the object is large and blinks more than three times in a second it may cause a seizure. 

Some people with vestibular disorders or cognitive disorders can have problems with visual effects in general. Therefore, detail any content conveyed by animations and visual effects in the accompanying text. Additionally, provide a method to pause, stop, or slow down animations, visual effects, and any automatically updating objects. 


	Audio and Video
	[bookmark: _Hlk501467896]Synchronize captions that are text versions of the spoken word presented within multimedia to its equivalent to that of the spoken word, and identify any background noises that convey meaning.

Transcripts are a textual recount of dialogue and non-dialogue audio in multimedia. They contain additional details, such as noting a baby crying in the background.

For audio-only content, a transcript is usually adequate to make audio accessible to deaf or hard-of-hearing users, but most videos require both captions and a transcript. If audio content corresponds to visual content in a way that conveys meaning (e.g., a video demonstrating how to use lab equipment), include captions to provide an equivalent experience. If the audio does not correspond to visual content, then a transcript is sufficient (e.g., media of an instructor giving a lecture without visual aids). Without captions in situations where audio content corresponds with visual content, a deaf student would have the disjointed experience of switching back and forth between watching a video and reading a transcript. Transcripts are necessary as they allow deaf/blind users to access content using refreshable Braille and other devices.

Long videos (longer than 15-20 minutes) should be broken into shorter segments and be searchable, with controls of movement through presentations accessible to the user.


	Word and PowerPoint documents 
	Although these tools cannot intercept all accessibility issues (e.g., color contrast issues), there is a built-in Accessibility Checker in Microsoft Office for Windows 2010, 2013, and 2016. 

To access this tool:
1. Click “File” (Alt + F)
2. Click “Info” (Alt + I)
3. Click “Check for Issues” button (Alt + I)
4. Select “Check Accessibility” from the drop-down menu (use up and down arrow keys and click “Enter”) 

There, the Accessibility Checker is next to the document to provide guidance on locating and fixing accessibility issues. 


	PDFs 
	Invisible PDF “tags” are essential for assistive technology to navigate a PDF document. However, not all PDFs contain these tags. For example, a scanned text document saved as a PDF may be readable to a sighted learner, but to a student using assistive technology, reads this as an image with no text. 

Search for PDF tags in the document using “CONTROL + F” for PC and “COMMAND + F” for Mac, and using the Find/Search box to search for a word known to be in the text. If PDF tags are absent, the search will not return any results. 

PDFs that are merely image scans without selectable and searchable text are not accessible.


	Keyboard navigation
	Content must be accessible with a keyboard alone because the use of a mouse is not possible for all students. This can mainly be a problem where there is the use of certain video players, some activities with interactivity, and some software and web applications. 

Check keyboard accessibility of websites and software. The use of the “tab” button should allow navigation of links and buttons; “shift + tab” should allow directional navigation, such as backward to the previous link or button, and select an element by pressing, “Spacebar” or “enter.”


	Time constraints   
	Time constraints are a known barrier for many online learners. It can take much longer for those using assistive technologies to complete assignments. If there is a time limit on assignments, provide a way for learners to extend that time. 


	Sensory-dependent instructions
	Do not include sensory-dependent instructions in learning materials that is, instructions that rely on sensory characteristics such as shape, size, visual location, orientation, or sound. Activities where students must see or hear something to complete an assignment, is not accessible to all students.  


	Eye fatigue 
	To help increase comprehension and reduce eye fatigue that can occur with large blocks of text, include white space or negative space around content.




Additionally, include information regarding the accessibility of all technologies required in the course by including links in the course to the accessibility statements for all required technologies.
The Instructional Designer can assist in efforts to meet accessibility guideline. There are several other accessibility aspects not discussed here that the Instructional Designer will consider during course collaboration. 
Additional Resources 

This self-paced massive open online course on the topic of accessibility is brought to us by SUNY.
 Accessibility: Designing and teaching courses for all learners. (n.d.). Retrieved from http://accessmooc.weebly.com/ 

Harden purported that objectives are broader when compared to outcomes; therefore, course-level objectives and module-level outcomes are often transposable.
Harden, R. M. (2002). Learning outcomes and instructional objectives: Is there a difference? Medical Teacher, 24(2), 151-155.

The Web Accessibility Initiative develops guidelines and support materials to promote web accessibility. 
Web Accessibility Initiative (2017). Web accessibility initiative. Retrieved from https://www.w3.org/WAI/ 

[bookmark: _Toc502165221][bookmark: _Toc502167541][bookmark: _Toc502168576][bookmark: _Toc502229778]WebAIM helps make content accessible with a searchable database of helpful articles on many topics.
WebAIM. (2017). Retrieved from https://www.webaim.org/



[bookmark: _Toc502870777]Section IV: Module Build Template
Use this simplified document as a template to build the course modules based on the details provided in Section III. Use a new copy of this document for each module. Click the hyperlink in each section header for further information on how to complete.
[bookmark: _Toc502870778]Module Information 
Course Overview and Welcome

This section only needs to be completed once.


Faculty Information


This section only needs to be completed once.


Module # Title


[bookmark: Text1]     




Module Overview




[bookmark: _Toc502870782]Module Resources
Module Required Resources


List module required resources here in APA format with brief description of value/alignment


Module Supplemental/Optional Resources


List module supplemental resources here in APA format with a brief description of its value/alignment



[bookmark: _Toc502870785]Module Learning Activities & Assessment(s)
Module Assignment(s)


Please type the required elements for all assignments in this module here, including rubrics


Module Discussion(s)


Enter the required elements for all discussions in this module here, including rubrics


Module Quiz(zes)


List the title of quiz(zes) for this module here


[bookmark: _Toc502870789]Rubrics

Attach or copy/paste rubrics

Defend


Analyze


Design


Recall


Explain


 multiple choice test


 class discussion


 class debate


 case study


 group project
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