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Please retain the instructions and evaluation criteria in this document when you submit it.  

GoogleDocs

If you use GoogleDocs to work on this document, you will probably want to make a copy of this job aid, delete all of the tinted input boxes, upload the revised document to GoogleDocs, and then work on that version of the job aid.  

When you are finished with your Webinar Proposal (part 1 and part 2 are two different assignments, which you submit separately), copy and paste your final answers to each question into the tinted boxes, i.e., into this version of the job aid.  

Introduction

Your team will submit your Webinar proposal in two parts: 

Part 1 is due Monday, September 19th.

Part 2 is due Monday, September 26th.

Time to Complete this Project

Students in previous classes have taken between 130 and 230 hours per team to design, develop, and deliver their Webinars. Please remember to keep track of the hours you put in. We will ask you to provide that information in the next five unit reflection surveys.  We think this is important data for you; it will help you estimate the time required to complete future webinar projects. We compile the data for the class, and provide a summary at the end of Unit 6. 

File Naming Convention

Please use the following convention for naming your file: 

<Team name>WebinarProposal_<submission date>

 Example:  Udutu4u _WebinarProposal_Feb14_2011.docx 
Big Picture

Please read this entire document before answering any of the questions.  There is information in Part 2 that may help you understand the big picture so even if you are working on Part 1, please read Part 2 before working on Part 1.
Write only in the tinted boxes.
Webinar Proposal Job Aid, Part 1
1. Webinar Title

This is more than simply the name of the tool for which you are developing the webinar.  The title should:

· Inform potential participants about the specifics of this webinar

· Motivate your invitees - generate enthusiasm and curiosity about the topic. (See Horton p. 413.)

Examples: 


· Fun with Flickr 

· Jing:  Share What You See
Write your team’s Webinar title in the tinted box below.
	Webinar Title

	Wix’d not Stirred: A snazzy eLearning Authoring Tool


2. Team Members and eLearning Tool
List the preferred first and last name of each team member in the tinted box below. Also provide the name and the URL of the eLearning tool you selected for your Webinar.

	Team Members

	1. Rhonda DeYoung

	2. Dani Carpenter

	3. Jenny Daniels

	eLearning Tool: Wix    http://www.wix.com/


3. Team Roles and Responsibilities

The table below lists some roles and responsibilities for preparing and presenting your Webinar. Indicate who is responsible for each role and, if desired, designate a backup.  You may decide to add roles and responsibilities. Typically, your team should brainstorm all aspects of the Webinar and then one person is responsible for finalizing the team’s decisions.

As this is an iterative process, you can change assignments as you prepare and practice your Webinar. Descriptions of each role follow. 

	Name of Webinar Responsibility
	Description of Webinar Responsibility

	Activities Designer
	Responsible for finalizing the Absorb, Do, and Connect activities designed by the team. You may want to separate this into three different responsibilities, i.e., one person is responsible for finalizing the Absorb activity, a second person is responsible for finalizing the Do activities, and a third person is responsible for finalizing the Connect activities. 

	Adobe Connect Manager
	Responsible for 
· Setting up the Webinar in Connect

· Recording the Webinar

· Posting the recording to eCollege>Unit5>Webinar Central section.
· Recording rehearsals 

· Setting up the File share pods, including “sharing” mp3 file(s) for music.  

· Insuring the effective use of Connect

· Insuring the Attendees pod is visible during the Webinar.  

	Advance Organizer (AO) Designer
	Responsible for finalizing the AO designed by the team.  See Part 2 below for a description of AOs. There is also a description of AOs in the Webinar Rubric.

	Chat Manager
	Responsible for 

· Managing the Chat pod

· Handling text questions in the Chat pod

· Summarizing Status Indicators in the Chat pod

	Example Manager
	Responsible for insuring the big picture example, selected by the team, is consistent and evident throughout the Webinar.  Each Webinar needs to have an example that contextualizes the content.  

Example:  Your team is teaching the eLearning tool Pencil, which is an animation development tool.  To contextualize the instruction, your big picture example is repairing a bicycle tire.  As you demonstrate how to use Pencil, you show Webinar participants how to create an animation to teach students how to repair a bicycle tire.  

	Formative Evaluation Designer
	Responsible for 

· Designing and developing the formative evaluation survey 

· Coordinating the analysis of the data

· Finalizing the summary of the data in the  Webinar Lessons Learned assignment. 

See Part 2 below for more information about the Formative Evaluation you will conduct on your Webinar.  

	Ice Breaker Designer
	Responsible for finalizing the pre-Webinar ice breaker designed by the team. Typically, the ice breaker starts about 10 or 15 minutes before the Webinar starts and is a motivational strategy to excite the participants about the upcoming Webinar.  See Horton p. 462 for ideas. See also the Webinar Rubric.

	Job Aid Designer
	Responsible for finalizing the job aid designed by the team.  See below for specifics about your Webinar job aid, which is an integral part of your Webinar presentation, i.e., this is your strongest Connect activity.  

	Lead Facilitator
	Responsible for 
· Introducing the webinar

· Facilitating transitions 

· Summarizing and concluding the webinar. 
Some teams in the past have found that their lead presenter needs to log into Adobe Connect on two different PCs during the actual Webinar.  On one PC the lead presenter logs in as a participant and on the other PC the lead presenter logs in as a Host.  We recommend you investigate this strategy to see if it works for your team. 

Note: Each person on your team must deliver part of the Webinar. This serves two purposes. 

1. Changing presenters adds variety to the Webinar and that helps keep participants engaged.  

2. Each of you will meet the terminal objective for objective #3 in INTE 5660, which is “When assigned to a virtual team, contribute equally to the presentation of an instructional webinar that meets specified instructional objectives and is free from technical or design errors.”

	Poll Taker
	Responsible for conducting polls during the Webinar. This includes opening the poll and then sharing the results of the poll with everyone attending the Webinar. Typically, there is about a 1 minute difference between the time you open the poll and the time you display the results. 

	PowerPoint

Manager
	Responsible for finalizing the PowerPoint slides designed by the team.  Be sure the background is a color other than white. See the PowerPoint Best Practices in the Webinar Rubric.

	Project Manager
	You may have assigned this responsibility in your Team Agreement or you may have decided not to have a Project Manager.  

	Quality Manager
	Responsible for

· Insuring there are no typos or grammatical errors on the PowerPoint slides or on any pages in the Webinar job aid.  

· Applying the CARP principles to each PowerPoint slide and each page in the job aid. 

· Implementing dual coding as much as possible on both PowerPoint slides and in the job aid.

	Tech Support
Mike and Jackie will also be available to help with these problems.
	Responsible for 
· Helping team members set up their microphone headsets (required for this project)

· Helping Webinar participants who experience hardware and/or software problems during the Webinar.  

· Answering email from students who are experiencing problems entering or staying in the Connect room during the Webinar.

Generally, there is not much to do here as we don’t experience many problems with Connect.  

	Webinar Invitation Manager
	Responsible for 
· Finalizing the invitation designed by the team.  

· Sending the invitation to all students in our class at least three days prior to the Webinar.  

	Other 
	Please title any additional roles and describe responsibilities for each additional role.


Write name of the person who is responsible for each role in the tinted box below.
	Webinar Team Roles and Responsibilities

Activities Designer(s)
Absorb: Jenny D

Do: Rhonda D

Connect: Dani C
Adobe Connect Manager

Jenny Daniels 
Advance Organizer (AO) Designer
Dani Carpenter
Chat Manager

Rhonda DeYoung
Example Manager

Rhonda DeYoung
Formative Evaluation Designer
Jenny Daniels
Ice Breaker Designer
Dani Carpenter
Job Aid Designer

Dani Carpenter
Lead Facilitator

Dani Carpenter
Poll Taker

Rhonda DeYoung
Presentation Manager
Rhonda DeYoung
Project Manager

Jenny Daniels

Quality Manager

Jenny Daniels

Tech Support

Jenny Daniels 
Webinar Invitation Manager
Dani Carpenter
Other 
Rhonda DeYoung



4. Audience Analysis 

Who is the audience for this training? What background, experiences, traits, or characteristics do they share that may affect your Webinar? 

The student biographies, one of your first assignments in this course, are a great source of information. You may also want to conduct a quick audience analysis at the beginning of your Webinar (perhaps with one or two poll questions) or email a short survey to everyone in the class sometime in the next few weeks to help you customize the Webinar.

Examples of audience analysis ideas:

· The theme for your Webinar is baking brownies and you are teaching Webinar participants how to use Weebly.  One of your audience analysis questions might be, “How often to do bake brownies?”  You are trying to determine if your audience is primarily novices, experts, or somewhere in the middle in terms of their skills and prior experiences in baking brownies. That will help you develop appropriate examples and images.

· One of the inauthentic aspects of our Webinars is that you cannot assume the participants in your Webinar are there because they are highly interested in the tool you are teaching.  Since everyone has to attend at least four webinars, some may attend your webinar because it is convenient and fits into their busy schedule. 

· One of the authentic aspects of our Webinars is that those attending your Webinar may decide to use the tool you are teaching in some aspect of their EdWeb. So, you may want to focus on how this tool might be used for the EdWeb project.  

List at least three characteristics of your audience. These characteristics need to be those that will help you personalize the instruction to the people in this class who attend your Webinar.

	Three Characteristics of the Webinar participants

	1. Instructors and students considering eLearning Platforms.

	2. Anyone interested in building simple webpages.

	3. Designers seeking audio, video, and graphic arts intensive design tools.


5. Instructional Goals

List the instructional goal or goals you expect webinar participants to achieve.  
Goals are general statements about what you want students to learn, i.e., what is the desired outcome for the student?  Unlike a learning objective or test, goals do not need to be specifically measurable, but they must be student-centered. 

Examples: 

· “The webinar will enable and encourage participants to use PENCIL to create fun, animated activities.”

· “After completing the webinar, learners will be able to use Google Docs to share and organize information with at least three others.”

Don’t overdo it here!  Two or three goals are plenty!

List the instructional goal(s) for your Webinar in the tinted box below.
	Instructional Goals

	1) Learners will have experience with navigating the Wix website.

	2) Learners will apply use of basic templates to create engaging websites.

	3) Learners will carry out procedures to insert graphics, texts, and other elements onto Wix templates.


6. Project Development Milestones

Identify some of the critical milestone dates for your project. 

Examples: When will you . . .
a. Start researching the tool you are going to present?

b. Start researching Adobe Connect?

c. Hold synchronous status meetings via phone, Connect, Skype, etc.?  We suggest at least two; you may want to meet more often. 

d. Practice your Webinar in Connect?

e. Record your Webinar rehearsal in Connect and critique it?

f. Begin working on Part 2 of this proposal document?  
g. Other milestones (as needed)?
You may wish to refer to your Team Agreement as you write this section. In that document, you identified synchronous tools your team prefers.  

Be sure to describe how you will track these milestones to insure you are meeting them. 

We provided two milestones and encourage you to add more.  Be sure to fill-in the Start Date and End Date columns for each milestone and describe how you will track these milestones by answering the two questions below the table.
	Project Development Milestones

Milestone

Start Date

End Date
Complete Module Outline/Agenda 
Sept. 21
Sept. 24
Assemble prototype PPs for Presentation
Sept. 29
Oct. 5
Communication and Practice on Connect
Sept. 22
Oct. 1
Proposal Part 2. This assignment is due September 26th.
Sept. 22
Sept. 26
Webinar Practice Recording and Revision Plans. This is an assignment due October 10th. 
Oct 3.
Oct. 10
How will you track these milestones to insure successful completion? 

Project Manager will post the above schedule and provide reminders of deadlines and approaching milestones.
Who is responsible for tracking these milestones?
Project Manager – Jenny Daniels




7. Webinar Date and Time
Place a 1 in the timeslot your team desires the most for delivering your Webinar.  Place a 2 in the timeslot that is your team’s second choice. Place a 3 in the timeslot that is your team’s third choice.

Like your Webinar teams, we will make every effort to accommodate your preferences.

	Webinar Date and Time Preferences

All times are Mountain Time. 
Date

Start time

Select your 1st, 2nd, and 3rd preferred days and times for delivering your Webinar
Saturday, Oct. 15
10 AM

1 PM

3 PM

6 PM

Sunday, Oct 16
10 AM

1 PM

3 PM

6 PM

Friday, Oct 21
6 p.m.
7 p.m.
Saturday, Oct 22
10 AM

1 PM

2nd Choice
3 PM

6 PM

Sunday, Oct 23
10 AM

1 PM

3 PM

6 PM

Sunday, Oct 23
10 AM

1 PM

1st Choice
3 PM

3rd Choice
6 PM

Friday, Oct 28
6 p.m.
7 PM

Saturday, Oct 29
10 AM

1 PM

3 PM

6 PM

Sunday, Oct 30
10 AM

1 PM

3 PM

6 PM




8. Issues or concerns
How can we assist your team?   What questions, issues or concerns do you have?
List any questions, issues or concerns you have in the tinted box below.
	Issues or Concerns

	


Document Navigation:

Return to the Table of Contents
Proceed to Part 2 of the Webinar Proposal
Examine the Proposal Evaluation Criteria
Webinar Proposal Template, Part 2

Note: When you submit your Webinar Proposal Part 2, you will submit three separate documents:

1. This Webinar Proposal, including Part 1 above.

2. A draft of your Advance Organizer

3. A draft of your Webinar job aid
9. Learning Objectives

Objectives list the specific skills or abilities participants will attain as a result of the instruction. What will students be able to do when they complete the Webinar? List all learning objectives for the webinar, including, where appropriate, the feature or function to be used. 

Notice in the example below that each item starts with an action verb, i.e.,  “draw,” “color,” and “add.”  Action verbs are something we can measure. Passive verbs like “understand” and “know” are very difficult to measure—please do not use verbs like these in your objectives, i.e., be sure to use action verbs in your objectives. 

	Example of three Webinar objectives:

After participating in the webinar, participants will be able to use their job aid to:

a. Draw three geometric shapes using the Shape tool

b. Color the shapes using the Fill tool

c. Add text to each shape using the templates provided


If a learner masters all of the objectives, he or she has reached the instructional goals included in Part 1. Each objective must be a step towards one or more goals.  Example: See the INTE 5660 Course Goals and objectives in our eCollege course shell.

In addition to listing your objectives in the tinted box below, you may also wish to list the goal or goals that align with each objective. 

Remember: This is only a 45 to 60 minute Webinar so you can probably only present the instruction (i.e., Absorb, Do, and Connect activities) for two or three objectives.

Also, instructional design is an iterative process; you can revise your goals and your instructional objectives as you design and develop your webinar. 

List your Webinar’s learning objectives in the tinted box below. 

	Learning Objectives

	1. 

	2. 

	3. 


10. Learning Activities

What Absorb, Do, and Connect (ADC) activities will students experience to help them meet the objectives listed above?  
Use the tables in the tinted box below to list the activities you will include. You must include all three of Horton’s activity types: 
· Absorb (Horton Ch. 2)
· Do (Horton Ch. 3) 
· Connect (Horton Ch. 4) 
Note: Using the Job Aid during the presentation is considered a Connect activity. This is a required element of your Webinar. See the Webinar Rubric.

Be sure to indicate which learning objective or objectives each activity helps the learner master. 
See Horton Chapter 9, Design for the Virtual Classroom, for more information about online learning activities.

Note: As you learn more about the tool you are teaching in your Webinar and Adobe Connect, you can and should revise the table below. 
List your Webinar’s learning activities in the tinted box below. Add rows as needed. 

	Learning Activities

For Absorb activities, which are typically PowerPoint slides, plan to change your slides every 20 seconds.  Also, your Absorb activities need to include the overall example you are using in your EdWeb, i.e., Your Example Manager needs to insure your big picture example is clearly described in your PowerPoint slides.
“Absorb” Activities

Applicable Objectives

Plan to have some kind of Do or Connect activity every 3 to 5 minutes. You need more Do activities than Absorb activities  (Horton, pg. 106) 

“Do” Activities

Applicable Objectives

You are required to refer to your Webinar job aid throughout each demonstration of your eLearning Tool.  Integrating job aids into your demonstrations is a Connect activity. 

Connect Activities

Applicable Objectives




Special note on PowerPoint

Most Webinar teams use PowerPoint or similar software in their Webinars. Whatever presentation tool you use, we will assess the interface design based on the CARP principles described by R. Williams.  

See these references for additional information on good PowerPoint design: 

· An excellent, self-paced tutorial: http://media.baruch.cuny.edu/faculty/jbelland/powerpoint/design.htm
· A set of PowerPoint design tips:
 http://www.acoolsoft.com/powerpoint-presentation-tips.html
· PowerPoint best practices from Auburn University: http://www.auburn.edu/img/best_practices/powerpoint.html
11. Advance Organizer (AO)

Submit a draft, example, or prototype of your advance organizer (AO).  This is a separate document you will submit with your Webinar Proposal Part 2.

Like the zoom lens on a camera, an advance organizer starts with the “big picture” of the content, and then zooms in to show details.  

At the beginning of an instructional event like your Webinar, it’s important to show students the big picture.  As you deliver the instruction, you zoom in further and further, until you’re down to the small details.  

At the end of a section or topic (learning objective), it is important to zoom back out and remind students of the big picture.  In other words, AOs are transition techniques when you move from one topic to another.  

Typically, designers grey-out sections of an Advance Organizer when that part of the instruction is complete and highlight the section that represents the next objective or topic. That is, Advance Organizers are shown several times, changed slightly, to illustrate progress throughout the presentation.  

Your draft AO, for this assignment, can be a Word document, PowerPoint slide, freehand drawing, etc., but it should approximate what you plan to show Webinar participants. We will use it as a basis for suggestions and feedback – we won’t deduct points based on artistic merit or completeness. 

A good example of how to use an AO is the ActivParty EdWeb, available at eCollege > Course home > Syllabus >Two Main Projects. 

For more information about Advance Organizers, see the EdWeb Rubric and following website: http://wik.ed.uiuc.edu/index.php/Advance_organizers. 

Briefly describe your team’s AO by answering the questions in the tinted box below.
	Advance Organizer for Your Webinar 

	1. Will your AO show the big picture of the instruction or the content? See EdWeb Rubric for more information.

	2. Is your AO a graphic, table, photo, bullet list or . . . . ?

	3. How will you change your AO at each transition to show the Webinar participants the big picture, the smaller details, and how you are moving from one topic to the next?

	4. Other comments, information etc. about your AO. . . 


Please remember to submit a draft, example, or prototype of your advance organizer as a separate file when you submit part 2 of your Webinar Proposal.
12. Big Picture Example

What is the example you are going to use to contextualize your instruction? 

Example:  You are teaching the Webinar participants to use the Canvas learning management system.  Your big picture example is identifying different kinds of clouds.  As you demonstrate how to use Canvas, you will build a course structure in Canvas, with different lessons for each type of cloud.  You will demonstrate how to add self-assessment questions for at least one lesson and how to add a discussion about a specific type of cloud to another lesson. 

Briefly describe your team’s Big Picture Example in the tinted box below.
	Brief description of our Big Picture example

	


13. Webinar Invitation

Your Webinar invitation needs to excite your potential participants and give them a reason to attend.  It needs to answer the question, “What’s in it for me?” Alternatively, it might pose a reflective question, which you promise to answer during your Webinar, e.g. “Have you ever wondered…”   

Be creative and consider what would motivate you to attend the Webinar.

Your invitation needs to include . . .

· A compelling reason to attend your Webinar

· The Adobe Connect URL for your Webinar  

· Time and date of your Webinar

· It might also include an “RSVP” so you know approximately how many people are planning to participate.  

Distribute your invitation via email and design it any way you want.  Examples: Your invitation might be

· something you create in the eLearning tool you are going to teach in your Webinar 

· a PDF you email to everyone in the class

· an electronic invitation, such as Evite (http://new.evite.com/#home) or Socializr (http://www.socializr.com/), 

· a one page website for which your provide the URL in a message to everyone in the class

Be sure to send your Webinar Invitation at least 5 days before your presentation. 

Write a preliminary description of your team’s Webinar invitation in the tinted box below. 
	Webinar Invitation

	Preliminary description of your Webinar invitation:




14. Webinar Organization

Your Webinar should be 45 to 60 minutes long. What segments will it include and how much time will you allocate for each? 
Example: Notice this example only totals 32 minutes but your Presentation Organization plan should total at least 45 minutes.  We hope you get the idea. If not, please let us know.
· Introduction of presenters and advance organizer (AO) (3 minutes)

· Overview of the tool and the primary AO (2 minutes)
· Poll (1 minute)
· Second version of AO to show details of first topic (1 minute)

· 1st demonstration using the job aid (3 minutes)
· Three Polls (2 minutes)
· Third version of AO to show details of second topic (1 minute)

·  2nd demonstration using the job aid (2 minutes)
· Voting activity using status indicators in Chat pod (1 minute) 

· Fourth version of AO (1 minute)

· 3rd demonstration using the job aid (3 minutes)

· Final version of AO and summary (3 minutes)
· Discussion in Chat about uses of the tool (3 minutes)
· Q&A in Chat pod (5 minutes) 

· Refer Webinar participants to additional resources listed in job aid and the Formative Evaluation Survey (link). (1 minute)
Outline your team’s Webinar presentation organization in the tinted box below. Add rows as necessary.

	Webinar Organization

	

	

	

	


15. Job Aid

See our eCollege course>DocSharing>Webinars for examples of Webinar job aids written by previous students. Note: These are good examples but we suspect you can do even better.  See also the Webinar Rubric for more information about job aids.

Job Aid Techniques:

· For each procedure you demonstrate during your Webinar, there needs to be a corresponding procedure in your job aid, including screen shots.  Example of the dialog during a demonstration in your Webinar: “I am now going to show you how to . . . . Go to page 3 of your job aid.”  

· As you step through the procedure, be sure to tell participants each time you move to the next step and page. Example: “The next step is . . . Turn to page 4 of your job aid.”

· Be sure to show the end product of a process.  Example: If you demonstrate how to develop a test question, then show the resulting test question the way a student will see it.  

Your Webinar Job Aid should include the following:  

a. Title and brief description of the Webinar subject/tool.  URL for the tool.

b. Name of each presenter

c. URL for the Webinar

d. Step-by-step description of each procedure you include in the Webinar, including screen shots. This is especially useful if a technical problem prevents participants from seeing the live presentation.

Screen shots and the corresponding descriptive text must be on the same page.  Participants need to be able to read the text and look at the screen shot without turning the page.  In other words, your screen shots need to be small enough to fit on the same page as your descriptive text. They should also be as small as possible in terms of file size so all of your screen shots should be .jpg or .png.

e. A section entitled “Instructional Applications." Include your ideas about how this tool might be used in education or corporate training. 
f. An FAQ section with questions your team asked as they researched this tool, definitions of unique terminology, etc. 

g. A footer that includes page numbers. This is important so during your presentation you can refer the Webinar participants to specific pages in your job aid. 

h. Plenty of white space participants can use for writing notes.

For your Webinar Proposal Part 2, your job aid does not need to be complete, e.g., you do not have to include all the screen shots or all of the descriptive text. You may still be working on your Instructional Application section or your FAQ section.  We will use your draft as a basis for suggestions and feedback. We will not deduct points based on completeness of content but we will be looking for evidence of the appropriate use of the CARP principles, as described by R. Williams in the Non-Designers Design Book. 

Distributing your job aid to Webinar participants.  

You will use three different methods to distribute your job aid, i.e., upload your Job aid to . . .

1. DocSharing>Webinars.

2. Unit 5>Webinar Central  

3. A Share pod in your Adobe Connect Webinar room.  

Your final Webinar job aid must demonstrate the appropriate use of the CARP principles and accordingly, we recommend you convert your final job aid to a PDF so you don’t lose the CARP formatting you carefully created.  

Submit your job aid, as part of your Webinar Proposal Part 2 assignment, as a separate MSWord document.  We will provide feedback and suggestions for improvement.
16. CIV Implementation

Describe how you will implement each of our Common Instructional Values (CIVs). See the “Our CIVs” document in DocSharing>Best Learning Experiences & CIVs.  Be as specific as possible. 

Note: Our CIVs overlap with Horton’s Absorb, Do, and Connect activities. For example, our Learner Centered and Active values are reflected in his “Do” activities. 
We are particularly interested in your implementation of the Contextual CIV. Specifically, the Contextual CIV indicates there is a strong need for stories to exemplify “why” and “how” students can use the new information.  See Big Picture Example above and in the Webinar Rubric.   

Describe your team’s implementation of our CIVs in the tinted box below.
	CIV


	Specific plans for applying our CIVs to your Webinar

	Learner Centered


	

	Contextual


	

	Social


	

	Active


	

	Supportive


	


17. Interactivity Strategies

Describe your plans for interacting with the audience during the Webinar. 
Some questions to consider: 

· How will you encourage questions or comments from the Webinar participants? 
· How will the person on your team responsible for monitoring the Chat pod notify the presenter that there is a comment or question the presenter needs to address?  
· How will you know that your audience is still “with you” and engaged in your Webinar?  Remember, you cannot see them!

Note:  Typically, there is a lot going on in the Chat pod and at first that may be disconcerting to you as presenters.  Consider, however, that if the participants are chatting that means they are engaged and still “with you.”  When there is nothing going on in the Chat pod, you have no idea if some of those participants have walked away or are working on something else on their computer.  

Describe your team’s plans for interacting with your audience in the tinted box below. Add rows as necessary. 

	Interactivity Strategies

	

	


18. Formative Evaluation Questions and Rationale
The delivery of your Webinar is a formative evaluation of that presentation.  Due to time constraints, you will not actually revise your Webinar but in your Webinar Lessons Learned assignment, you will describe the revisions and improvements suggested by your formative evaluation data. Your Webinar Lessons Learned document is due Monday.  
Be sure to read Tessmer Chapter 1, Planning and Conducting Formative Evaluations (a PDF document) in DocSharing>Webinars  for specifics about formative evaluations. You are planning and conducting what Tessmer calls a “field test” formative evaluation.  Please let us know if your team wants to conduct an “expert review,” a “one-on-one evaluation,” and/or a “small group” evaluation. We are happy to support you.  
Goals of your Formative Evaluation. 

The goals of your Formative Evaluation are to answer questions such as following:

· What parts of our Webinar are we concerned or uncertain about?

· What instructional strategies are we concerned about?

· Was our Webinar an effective instructional experience?

· How can we improve our Webinar?

In this section, you will describe the data you will collect to answer your questions about your Webinar. You also describe why you are collecting that data and how it will help you understand what worked and what revisions you should consider.
The following table contains examples of four Likert scale questions and two open-ended questions.  It also contains a justification for asking the questions. This is only an example. You can use it as is or you can revise and/or expand it.  

More information about Likert scale questions: http://en.wikipedia.org/wiki/Likert_scale
Note: Some of the questions in the example below may not apply to your Webinar.  

	Formative Evaluation Questions & Rationale – Example Only

	1. The webinar was fun.
a. completely disagree

b. somewhat disagree

c. somewhat agree 

d. completely agree  

Comments:



	Rationale for question #1: We want participants to have fun while they are learning. If they did not, we need to revise the Absorb, Do, and/or Connect activities to make them more fun.  This question connects to the Supportive CIV.

	2. I think I will be able to use the job aid in the future, i.e., I practiced using it in the Webinar.  

a. completely disagree

b. somewhat disagree

c. somewhat agree 

d. completely agree  

Comments:



	Rationale for question #2: We need to know if the practice we provided using the job aid was effective. We want the Webinar participants to use their job aid to investigate (name of our eLearning tool) after the Webinar. This question connects to the Horton Connect activities.

	3. The simulation provided as part of the Webinar invitation helped me understand the big picture for this Webinar. 

a. completely disagree

b. somewhat disagree

c. somewhat agree 

d. completely agree  

Comments:



	Rationale for question #3. We want to know if the simulation we developed was worth the time it took to develop it.  This question connects to the Contextual CIV.  

	4. The advance organizer helped me see the big picture and the lower level details.

a. completely disagree

b. somewhat disagree

c. somewhat agree 

d. completely agree  

Comments:



	Rationale for question #4.  You provide this rationale if you use this question.

	Open-ended questions

	Questions
	Rationale

	The questions I still have about (name of the tool) . . . 
	This will help us determine if we need to add more examples, more Do activities, or revise the job aid. 

	If we were to present this webinar again, the one thing that would improve it would be . . . 
	You provide this rationale if you use this question.


Your Formative Evaluation survey needs to include. . .

· At least 3 Likert scale questions 

· At least 2 open-ended questions

· A rationale for why you are asking each question, i.e., what do you want to learn from the answers to that question. 

List your Formative Evaluation questions and rationale for each question in the tinted box below. Add rows as necessary.

	Formative Evaluation Questions and Rationale

	Likert Scale Questions (at least 3 questions plus rationale for each question)

	1. 

	2. 

	3. 

	Open-ended Questions (at least 2 questions plus rationale for each question)

	1. 

	2. 


19. Issues or concerns
How can we assist your team?   

Describe any issues or concerns you have in the tinted box below.
	Issues or Concerns

	


Proposal Evaluation Criteria

The Webinar Proposal is worth a total of 250 points for each person on the team: 100 points for Part 1 and 150 points for Part 2. Points are allocated per the tables below: 

Part 1
	Section
	Point value
	Your scores

	Title
	10
	

	Team Members & eLearning Tool
	5
	

	Team Roles and Responsibilities
	25
	

	Audience Analysis
	20
	

	Instructional Goals
	20
	

	Project Development Milestones
	15
	

	Date & Time (1st, 2nd, 3rd time slot preferences)
	5
	

	Issues or concerns
	NA
	

	Grammar, usage, typos, passive voice, file naming errors
	Minus one point per error
	

	Total
	100
	


Part 2

	Section
	Point value
	Your scores

	Learning Objectives
	25
	

	Learning Activities
	25
	

	Advance Organizer
	15
	

	Big Picture Example
	15
	

	Webinar Invitation
	10
	

	Presentation Organization
	10
	

	Job Aid
	20
	

	CIV Implementation
	10
	

	Interactive strategies
	5
	

	Formative evaluation plan
	15
	

	Issues or concerns
	NA
	

	Grammar, usage, typos, passive voice, file naming errors
	Minus one point per error
	

	Total
	150
	


If your proposal does not earn full points, we will return it to you with comments and suggestions for improvement.  You may revise and resubmit the document to pick up additional points. 

If you resubmit a document, be sure to retain all of our Comments and use Track Changes for your revisions. 

Be sure to add the word “revision” in the file name if you chose to submit your revised Webinar Proposal document.

Example:  Team4_WebinarProposal_Revision_Sept30 _2011.docx

Please retain all the instructions and evaluation criteria in this document wh
Introduction


