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	Course Facilitation Planning Guide


	Your Name:


	

	Session 1

	Creating an Effective Online Learning Community

 
	List any specific strategies or ideas that you would like to keep in mind as you consider how you will foster and maintain an effective online learning community.


	Session 2

	Course Selection
	Share the name of the course you (tentatively) plan to facilitate and information about the relevant standards and/or professional development needs of your school, district, or organization that this course addresses.


	Sessions 3-7

	Preparation Tasks
	List any specific steps or tasks that you need to complete before your course begins. These might include recruitment strategies, planning for any face to face or synchronous meetings you will incorporate in your course, adding supplementary materials to your course, etc. 


	Ongoing Facilitation Tasks
	Brainstorm a detailed list of the weekly tasks and strategies that you want to keep in mind as you facilitate your course. For example, you may want to mention how you plan to communicate with participants, strategies related to facilitating the online discussion, how you will track participation, etc.)


	Closure Tasks
	List the follow-up steps you will take as you wrap up your course and participants complete their work. 


	Session 4

	Assessing Participant Learning
	How will you assess whether participants have met the stated learning goals in your course? What assessment strategies or approaches do you plan to use for discussion participation, final projects and/or other assignments?


	Course and/or Program Evaluation 
	How will you evaluate the strengths and areas in need of improvement in your course content and/or facilitation? What methods will you use to gather and analyze evaluation data to make modifications in the future? 


	Session 6

	Engaging and Motivating Adult Learners 
	Note any strategies you plan to employ to keep adult learners motivated and engaged, and to address diverse learning styles in your course. 


	Session 8

	Local Materials
	What resources might you add to the Local Materials area to supplement the existing course content?
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