
 

 

MEASURING THE EFFECTIVENESS OF DIY COURSE DESIGN TRAINING  

In-House Training Program Checklist  
What is the best way to introduce an online course quality assurance framework for online courses? The 

answer will vary from institution to institution. Factors such as budget, impact on training developers, 

resistance to change, and the number of trainees will come into play. The checklist below is provided based 

on experiences at a private, comprehensive “Regional University” located in the Western United States. 

 

 

 
1. Prepare for change 

Consider using a model such as Kotter’s 8-Step Process 

for Leading Change to prepare the institution for 

change. Establishing buy-in from stakeholders, 

communicating well and promoting a vision for quality 

online course development are essential parts of this 

process (Kotter, 2012).  

 
 

5. Provide examples 

Consider providing an example of a course that meets 

all the intended quality standards. Also, consider 

providing an example of a course that fails to meet 

these standards for comparison. Training activities that 

allow attendees to compare exemplar and substandard 

courses may work to create an engaging and interactive 

training experience. 

 
2. Evaluate the need 

Take time to assess the current state of online course 

development at your institution. What is your institution 

already doing well in this area? In which areas can the 

institution improve? What are the institution’s top 

reasons for ensuring the quality of online courses? 

Consider the creation of a graph or table to review this 

information in a visual form. 

 
 

6. Collect feedback 

After the training program has been delivered, take time 

to collect and review feedback from training attendees. 

Was the selected modality the most effective option for 

attendees? Was the content ordered / sequenced in an 

effective manner? Was the duration of the training 

appropriate? Consider the creation of a post-training 

evaluation survey to collect data. 

 
3. Create an outline 

Once the training priorities have been identified, 

continue planning by developing an outline / storyboard 

for the training. Who will serve as the trainers at your 

institution?  Will a train-the-trainer model be used? In 

which order should content be presented? Which 

content should be presented in less or greater detail? 

Consider the use of an editable document or visual tool 

to develop the outline. 

 
 

7. Apply feedback 

Build a culture of continuous improvement by carefully 

considering and applying input / feedback as 

appropriate. Communicate to stakeholders and trainees 

that their voices are heard, and that their feedback will 

be considered. Consider including stakeholders in the 

implementation of feedback and revision of the  

training program. 

 
4. Develop training modules 

Once the outline has been created and agreed upon, 

select a training platform, and develop training 

modules. Which modality should be used to deliver the 

training? Will a course authoring tool be used to 

develop the modules? Will the training be interactive? 
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