A.1.1 Pre-term class preparation checklist
updated: Sept. 27, 2002

Use this checklist to confirm that your class is fully prepared for the first day of term.

1. Course materials:

√  1a. Make sure that you have received a copy of all physical materials as listed on the course online syllabus and outline sessions.

√ 1b. Check to confirm that the titles and pagination of all reading assignments (as listed in your course outline sessions) match the editions actually shipped. 

√  1c. With your physical materials, you should have received a printed paper syllabus, as sent to students (this lets students get started on the reading before their course begins). Check that the weekly or session-by-session reading and other assignments, as listed on that paper syllabus, matches the online syllabus and outline sessions.

√  1d. With your physical materials, besides any course content materials, you should have received an empty Online Instructor Handbook binder, a small three-hole punch, and a printed "Quick Start Guide" with basic instructions for accessing an AllLearn course (as sent to all students to help them get started). 

2. Preparing your Online Instructor Handbook binder:

√  2a. Print out all the Handbook help texts, both checklists and boilerplates, and put them in your Handbook binder.

√  2b. If you wish, you can of course print out and include in your binder any online Self-Tutorial or Workshop sessions that you feel contain critical help or guidance.

3. Proofing your course site:

√  3a. Check your online course syllabus, and make sure you are clearly identified as instructor, and that your bio and contact information is correct. Edit as you see fit.

√  3b. Check each online session, clicking to make sure that all links work and that all streaming media work correctly. If necessary, make sure that you have the correct browser plug-in (RealPlayer) installed and that you can view or hear all video and audio. Edit typos, mistakes in pagination, dates, and similar small errors yourself. Especially if your course has been offered before, make sure that all dates are correct.

4. Preparing your class discussion board:

√  4a. Make sure that you have an organizational plan for setting up your course discussion board. Create all necessary discussion categories now. Most instructors create a separate discussion category for each week of their course; these need to be created in calendar order in order to display properly. Consider if you need a separate category for holding eventual chat log posts.

√  4b. Make sure you have a clearly labeled, separate "tavern" or "lounge" discussion category for social conversations. Make sure there is an initial post in that category.

√  4c. Post an initial introduction discussion topic. You must have an initial introductory topic with an obvious title such as "Post class introductions here". Make sure that this topic gives very clear instructions for how to respond--including reminding students to change the subject line in their response. Make sure that you have posted an initial response yourself, which is your own introduction to the class.

√  4d. Post at least one "Ask the instructor a question here" topic. This establishes the fact that the discussion board is for students to query you, as well as to discuss topics and interact with each other.

√  4e. Make sure that there is at least one topic posted in your social conversation discussion category.

√  4f. Post initial course-content discussion topics. Make sure you have, besides the introductions topic, a breaking-the-ice topic that helps guide students toward more substantive discussion.

√  4g. Consider posting at least one course-content discussion topic for the week ahead. This will help students start to think about how the course will unfold, and certain students (often enthusiasts) may want to make comments in anticipation of the whole class focusing on that issue.

√  4h. Set discussion options. Go to your class discussions board and click "options" to confirm that these are set correctly. Do you want students to be able to post new discussion topics to the course discussion board? If so, make sure that "Student Topic Creation: General Discussions" is set at "Enable". If you do enable students to add new topics to the General Discussions category, then you must communicate that to them in one of your weekly bulletins (not necessarily the first); also, if you enable student topic creation in General Discussions then you must create weekly discussion categories for holding the topical discussion topics that you create. It is not wise to let students plant discussions topics outside General Discusssions: "Student Topic Creation: Other Categories" should be always toggled to "Disable". If you plan to use formal groups, you should toggle "Student Topic Creation: Groups" to "Enable". "Student Message Editing" should always be toggled to "Enable". "File Attachments" should always be toggled to "Enable". "Discussion Depth" should be set at "12".

√  4g. Check to make sure that discussion posts are properly revealed or hidden; that topics you wish students to see on the first day of class are visible, and that topics you wish to reveal in time, or topics you are still editing, are hidden. To hide or reveal a discussion topic, just click the open or shut eye icon displayed to the far right of all discussion topic titles on the default discussion board page.

5. Hide or reveal all outline sessions:

√  5a. For most courses, all outline sessions can be revealed to students from the first day of class--there is no disadvantage to letting students preview later sessions of their course. However, in a few cases, courses are so constructed that it makes sense to reveal the course week by week or section by section. You are free to make this decision with regard to the course you will be teaching. 

√  5b. Check to make sure that your outline sessions are revealed or hidden, and revise as necessary. To reveal a hidden session, click the appropriate box on the default outline page. To hide a given discusson page, go to that page, click "edit session", and then toggle the "Hide Session" drop down  menu at the bottom of the page to "Hide this session"".

6. Review your welcome broadcast bulletin:
√  6a. Proof your first, welcome broadcast e-mail bulletin for content. Make sure that your bulletin includes:

The exact course code number and title.

The calendar dates of the course.

A very brief personal introduction.

An indication of the overall course goals and agenda.

An indication of the regular weekly bulletin schedule for your course.

Your expectations for course discussion boards.

Your expectations for weekly live chat sessions.

The agenda for week 1 of the course.

Directions for students to log on and get started.

An encouragement to take the time to explore the course site and technology.

The "help footer" with essential Help desk contact info.

√  6b. Proof your first, welcome broadcast e-mail bulletin for spelling, grammar, and similar errors.

√  6c. If you will not be able to send your welcome bulletin yourself, please contact Tom Arnold (tom.arnold@AllLearn.net) so that your first bulletin can be sent to your students on the first day of class.

7. File a course plan:

√  7a. Communicate to Tom Arnold (tom.arnold@AllLearn.net) two essential details of your course plan:

The days of the week you will be sending your weekly broadcast bulletins.

Whether or not you are enabling students to post discussion topics in General Discussions.
