DES Curriculum Development Checklist

CURRICULUM DEVELOPMENT CHECKLIST

Name:

Date:

Project:

Directions:  As you complete each of the following activities, put a checkmark in the space provided.  Enter NA when the activity is not applicable to your assignment.

Needs Assessment
_____1. 
Have I talked to the key people involved in this project to get their input on what the end result should be?

_____2.
Am I clear about my responsibilities for this project?

_____3.
Do I understand the purpose of this project?

_____4.
Do I know who my intended audience is?

Objectives
_____5.
Do my objectives reflect what I want the trainees to do at the conclusion of the training session?

_____6.
Are the objectives stated clearly?

_____7.
Are the objectives measurable?

_____8.
Do the objectives begin with an action verb?

Content
_____9.
Have I specified the skills/knowledge/attitudes the trainees will learn during the training session?

_____10.
Have I broken down the skills/knowledge/attitudes into logical subpoints?

_____11.
Does each subpoint have a clear introduction, middle, and end?

_____12.
Does each subpoint build upon the previous one?

Delivery Methods
_____13.
Have I explored a variety of delivery techniques?  (lecture, small group, case study, role play, hands-on practice, paper and pencil activities, games, video/audio presentation)

_____14.
Do the activities and assignments help the trainees achieve the objectives?

_____15.
Do the activities and assignments serve a variety of trainee learning styles?  (visual, auditory, kinesthetic)

_____16.
Are the space and time requirements appropriate for the training site?

Evaluation
_____17,
Does the form allow trainee feedback on the training content, timely delivery of the information, speaker effectiveness, the environment, and a space for the trainee to write in miscellaneous comments?

_____18.
Have I constructed the form to incorporate a variety of evaluation techniques?  (circling a number, choosing a descriptive word, short answer)

_____19.
Have I specified who will distribute/collect the evaluation form?

_____20.
Have I determined how the information on the evaluation form will be used?

Miscellaneous
_____21.
Has my writing style been clear, concise, and reader friendly throughout the document(s)?

_____22.
Have I proofread the document(s) carefully and used spell check and grammar check?

_____23.
Is the formatting of the document(s) consistent within itself and consistent with other documents in the department?

_____24.
Does the finished product  invite readership?

_____25.
Are the trainer guides user friendly?

_____26.
Have I included relevant desk aids?

_____27.
Is the finished product something I would be proud to put my name on?

_____28.
Could I turn my curriculum over to another trainer/formatter without much explanation?

29.
What are the three most important lessons I learned while working on this project?


a.


b.


c.

30.
What will I do differently next time?


a.


b.


c.
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