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How to use this Check List 

This checklist was designed with the use of Black Board in mind. As with many informatics tools adequate 
preparation is the key to saving time and reducing stress and frustration. The intent of this checklist is to help you 
plan your course in such a way as to reduce you burden when you begin building it using Black Board. This 
checklist is based on instructional design methods. However, it may not always reflect the way you design and 
assemble a course.  
Research and design phase 

1. Current knowledge; (pre-requisite assumption); relates to your evaluation of the course cohort. 
Reflection on the students’ abilities and level of knowledge in regards to your course will help you 
decide which cognitive level is appropriate to use in your course objectives. 

2. Students’ goals; relates to your students’ point of view vis à vis your course. Why are your students 
taking this course? Do they have intrinsic motivation toward the course or is the course a “filler”? How 
can you motivate your students? 

3. Real world context; also relate to the motivational value of the course. Adults (let consider your 
students adults) learn better when they can relate their learning to a real world issue or problem. Have 
you considered when and where students will use to the knowledge they will acquire during your 
course? Can you make it relevant to their lives? 

The first three items can be seen as a “Gap analysis”: Where students are and where they need to go 

4. Identify Content; how is the content you ascribe to your course relevant? Can your students do 
without it? Is the content too easy, too difficult? Could the student discover the content on their own 
through research or discussions?  

5. Relate to a real world context; can you point to a real world situation where the content you propose 
is relevant? Could you build a case study around the proposed content? What is the level of 
abstraction of the content? Why should your students care about the content? 

6. Identify key concepts; there is always more content than you can deliver in a course. Can you 
prioritize the content you propose? Which concepts or content can you do without? Can you determine 
the level of difficulty of the proposed concepts? 

7. Prepare examples can you show examples and non-examples of application or usefulness of 
concepts or content you propose? 

8. Set Goals; this relates to the standard high level course’s goals and course description –Syllabus- 

9. Identify cognitive level; (ref. annex Bloom) Cognitive levels identifies the level at which you expect 
the student to perform. Bloom et all. provides a taxonomy that attempts to define levels of cognition.  

10. For each Goal set Objectives; generally Course Goals are too wide in scope to apply formative 
evaluations. Objectives or enabling objectives provide a level of detail against which evaluations can 
be applied. Assigning a cognitive level for objectives will also establish the expected level of 
performance during the evaluation process. There should be a correlation between the objective 
cognitive level and the evaluation. 

11. Include Standards; standards may be implicit in your expectation. However, standards are easily 
misunderstood by students. Standards can relate to many things i.e. level of writing, time frame, 
grammatical errors.etc.  
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12. Assessments / assignments; this checkbox indicates that you have developed assessments and/or 
assignments for each learning objectives. They should reflect the objective’s cognitive level, and 
standards defined for checkbox 10 and 11. 

13. Evaluation rubric; evaluation rubrics are useful in two ways 1) it promotes consistency in your 
evaluations 2) provides guidance for TAs in the evaluation process. 

14. List/ Identify Content and medium files; this is self explanatory. List all required material. Indicate 
existing content re-usable content and content that need to be developed. 

15. Identify learning activities, methods; for each objective you have defined, consider the learning 
strategies or activities you wish to use. See Annex A Code Table. You can, of course, add any 
activities you can think of to the initial suggestions. 

16. Interaction / communication; out of the activities you have listed in 15, identify those activities that 
are supported by technology. 

17. Student completion time estimate; for each activities whether in class or on-line, you should have 
an idea of the time frame for the activity. 

Development phase 
18. Text material create file; gather or develop all Text files you have identified for checkbox 14, 

determine the file format you require. 

19. Media files; gather or develop all media files: video, audio, illustrations, photographs you identified for 
checkbox 14 

20. Develop Interactions; write a description of all Chats, and Discussions you have identified for the 
course (List for check box 16) 

21. Assessments; Develop all questions answers and comments for all Quiz, Surveys, Self Tests 

22. Link to Objectives; Identify which learning objectives you are validating  

23. Check cognitive level; Verify the verbs used in the objective to ensure that the assignments match 
the objective’s cognitive level.  

24. Write Assignment; Write a description of each Assignment 

25. Develop a Scoring rubric; (Grading form) for each Assignment 

26. Determine dates; Determine when the Assignments will be published to the students 

27. Write Feedbacks; Writing possible feedbacks will save time responding to students (you could create 
a log as you provide the feedbacks) 

Black Board / Development 
You should have all the elements required to build you course in Black Board. 

28. Construct Directory structure; Directory structure If you have many files, you may want to create a 
directory structure in BB to facilitate finding the files later. If you have few files, the structure can be 
very simple. 

29. Upload files; Upload all files using File manager. When you upload files from within a folder or 
Learning Module (not through File Manager) Black Board stores the files at the root of File Manager. 
This is a public space. Having you file uploaded in –My Files- renders the files private to the course. 
Files in –My Files- can be used in more than one course. 
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Learning Modules are built using the following elements: 
Content files Assessments Assignments Chat Discussions 

It is easier to construct these elements before building Learning Modules. 
30. Enter: Assessments,  

31. Assignments,  

32. Chats,  

33. Discussions into Black Board 

34. Link Content files into each Learning Module 

35. Link Assessments / Assignments / Chat / Discussions into each Learning Modules 
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Analysis 

Targeted Students / Identify 

1.  Current knowledge (pre-requisites assumptions) 

2.  Students’ goals 

3.  Real world context application 

Content Analysis 

4.  Identify Content 

5.  Relate to a real world context (why is this content important?) 

6.  Identify key concepts  

7.  Prepare examples (where appropriate) 

Design / Identify 

Objectives 

8.  Set Goals 

9.  Identify cognitive level (ref. annex Bloom) 

10.  For each Goal set Objectives 

11.  Include standards  

Evaluation / Validation 

For each Objective Identify Formative evaluations  
12.  Assessments / assignments 

13.   Evaluation rubric (State the standards) 

Content 

14.  List/ Identify Content and medium files 

Text files 
Graphics files 
Audio 
Video 
Reference material 

Learning strategies 

15.  Identify learning activities, methods 

16.  Interaction / communication 

17.  Student completion time estimate 
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The following page contains a table designed to gather all the information you have gathered. It provides 
an overall plan of the course. By filling the plan you may identify weak areas. This plan can also be used to 
communicate the overall design to TAs or other professors for discussion. 

The table contains the following elements: 

 

Goals,  

Objectives 

Content, 

Teaching methods 
Evaluations  

 

References 

 Timeline 
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Course code:  
 

Goals :  
Description: 

 

Objectives (be able to:) Content / Knowledge Teaching 
method 

Assessment / validation 

Cognitive level & Assessment 

 Files,  

References 

Time 
Hours 

Module Title: xx 

Obj: To  be determined # Level : X  
Assessment 

Assignment 

Chat/Forum 

Txt: 
Slides 

Audio: 

Video : 

Link: 

Biblio: 

x. 

Module Title 

Obj To  be determined # Level : X  
Assessment 

Assignment 

Chat/Forum 

 
Txt: 
Slides 

Audio: 

Video : 

Link: 

Biblio: 

x.  
 
 
 

Module Title:  

Obj  To  be determined  # Level : X  
Assessment 

Assignment 

Chat/Forum 

Txt: 
Slides 

Audio: 

Video : 

Link: 

Biblio: 

x.  
 

Obj To  be determined  # Level : X  
Assessment 

Assignment 

Chat/Forum 

Txt: 
Slides 

Audio: 

Video : 

Link: 

Biblio: 

x. 
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Objectives (be able to:) Content / Knowledge Teaching 
method 

Assessment / validation 

Cognitive level & Assessment 

 Files,  

References 

Time 
Hours 

Module Title: xx 

Obj: To  be determined # Level : X  
Assessment 

Assignment 

Chat/Forum 

Txt: 
Slides 

Audio: 

Video : 

Link: 

Biblio: 

x. 

Module Title 

Obj To  be determined # Level : X  
Assessment 

Assignment 

Chat/Forum 

 
Txt: 
Slides 

Audio: 

Video : 

Link: 

Biblio: 

x.  
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Development phase 
You should now have a thorough list or item you will need to develop. To reduce the amount of time building your 
course we recommend that this material be completed  before loading you Black Board course. 
 

Develop Materials for each module 

Content files 

18.  Text material create file (PDF/HTML/DOC,DOCX) 

19.  Media files 

20.  Develop Interactions / Communication themes and parameters 

Chat,  
Discussion 

 Develop Formative Evaluation 

21.  Assessments 

    Quiz 
Survey 
Self Test 

For each assignment develop 
22.  Link to Objectives 

23.  Check cognitive level 

24.  Write Assignment 

25.  Develop Scoring rubrics (Grading form) 

26.  Determine dates for submission 

27.  Write Feedbacks 

 

Black Board / Development  

Uploading resources 

28.  Construct file structure 

29.  Upload files 

Texts 
Audio 
Slide show 
Video 

Learning Module elements 

30.  Assessments 

31.  Assignments 
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32.  Chat 

33.  Discussions 

Develop Learning Module 

34.  Content files 

35.  Assessments / Assignments / Chat / Discussions 
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Annex A - Code Table 

 
 Teaching method 

Delivery of information 
  Learning check Cognitive Level 

1 Handouts/reading material   1-knowledge 

2 Talk, presentation, lectures   2-comprehension 

3 Project   3-application 

4 Demonstration   4-analysis 

5 Class discussion   5-synthesis 

6 Small group discussion   6-evaluation 

7 Investigation    
8 Brainstorming    
9 Socratic' dialogue/ question and answer    
10 Small group discussion    
11 Student led discussions    
12 Student presentations    
13 Role plays    
14 Simulations    
15 Debates    
16 (JigSaw)Information gap (Each student in a pair 

has part of the information necessary to 
complete a task/ answer a question. Students 
must work together and share information to 
complete the task 

   

17 Problem solving    
18 Peer review (Students share their work and 

comment on each others to get/ give feedback 
and also learn critical analysis skills) 

   

19 Conceptual model - graphic organizers 
(Students fill out or create a visual summary of 
information)  

   

20 Mind mapping    
21 Comparing/ contrasting    
22 Constructing conceptual models    
23 Drill and practice    
24 Demonstrations    
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 Taxonomies of the Cognitive Domain:  

Bloom’s taxonomy 

Bloom's Taxonomy Verb Chart 

1) Knowledge (Recalling ) 

recall,   outline  list 
name  record  label 
cluster  match  memorize 
define  arrange 

2) Comprehension (Understanding) 

Understand show  summarize 
Explain  describe demonstrate 
Review  cite  restate  
locate 

3) Application (Using) 

Apply  select  model 
Organize illustrate utilize 
Choose  imitate  demonstrate 
use 

4) Analysis (Breaking material down 
to increase understanding) 

Analyze  compare contrast  
Classify  map  characterize 
Divide  break down choose 
examine 

5) Synthesis (succint new form) 

Construct speculate design 
Compose create  develop 
Invent  blend  propose 
formulate 

6) Evaluation (Judging) 

Evaluate convince argue 
Judge  criticize  rate 
Measure persuade assess 
recommend 
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Beyond Bloom 1 

 

  

Bloom's Taxonomy 1956 Anderson and Krathwohl's Taxonomy 2000 

1. Knowledge: Remembering or retrieving 

previously learned material. Examples of verbs that 
relate to this function are:   

know  
identify  
relate  
list 

define  
recall  
memorize  
repeat 

record  
name  
recognize  
acquire 
  

  

  

1. Remembering: Retrieving, recalling, or recognizing 

knowledge from memory. Remembering is when memory is used to 
produce definitions, facts, or lists, or recite or retrieve material.  

 

2. Comprehension: The ability to grasp or 

construct meaning from material. Examples of verbs 
that relate to this function are:   

restate  
locate  
report  
recognize  
explain  
express 

identify  
discuss  
describe  
review  
infer  
conclude 

illustrate  
interpret  
draw  
represent  
differentiate  
  

  

  

2. Understanding:  Constructing meaning from different 

types of functions be they written or graphic messages activities like 
interpreting, exemplifying, classifying, summarizing, inferring, 
comparing, and explaining.   

 

3. Application: The ability to use learned 

material, or to implement material in new and 
concrete situations. Examples of verbs that relate to 
this function are:   

apply  
relate  
develop  
translate   
use   
operate 

organize  
employ  
restructure  
interpret  
demonstrate  
illustrate 
  

practice  
calculate  
show  
exhibit  
dramatize 

  

  

3. Applying:  Carrying out or using a procedure through 

executing, or implementing. Applying related and refers to situations 
where learned material is used through products like models, 
presentations, interviews or simulations.  

  

 

                                                      
1 Anderson and Krathwohl's 
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4. Analysis: The ability to break down or 

distinguish the parts of material into its components so 
that its organizational structure may be better 
understood. Examples of verbs that relate to this 
function are:   
  

analyze  
compare  
probe  
inquire  
examine  
contrast  
categorize 

differentiate  
contrast  
investigate  
detect  
survey  
classify  
deduce 

experiment  
scrutinize  
discover  
inspect  
dissect  
discriminate  
separate 
  

  

  

4. Analyzing:  Breaking material or concepts into parts, 

determining how the parts relate or interrelate to one another or to 
an overall structure or purpose. Mental actions included in this 
function are differentiating, organizing, and attributing, as well as 
being able to distinguish between the components or parts. When 
one is analyzing he/she can illustrate this mental function by creating 
spreadsheets, surveys, charts, or diagrams, or graphic representations. 

 

5. Synthesis: The ability to put parts together to 

form a coherent or unique new whole. Examples of 
verbs that relate to this function are:   

compose  
produce  
design  
assemble  
create  
prepare  
predict  
modify  
tell 

plan  
invent  
formulate  
collect  
set up  
generalize  
document  
combine  
relate 

propose  
develop  
arrange  
construct  
organize  
originate  
derive  
write  
propose  

 

  

5. Evaluating:  Making judgments based on criteria and 

standards through checking and critiquing. Critiques, 
recommendations, and reports are some of the products that can be 
created to demonstrate the processes of evaluation.  In the newer 
taxonomy evaluation comes before creating as it is often a necessary 
part of the precursory behavior before creating something.    

 

 

6. Evaluation: The ability to judge, check, and 

even critique the value of material for a given purpose. 
Examples of verbs that relate to this function are:   

judge  
assess  
compare  
evaluate  
conclude  
measure  
deduce 

argue  
decide  
choose  
rate  
select  
estimate 

validate  
consider  
appraise  
value  
criticize  
infer  

 

  

6. Creating: Putting elements together to form a coherent or 

functional whole; reorganizing elements into a new pattern or 
structure through generating, planning, or producing. Creating 
requires users to put parts together in a new way or synthesize parts 
into something new and different a new form or product.  This process 
is the most difficult mental function in the new taxonomy.   

This used to be #5 in Bloom's known as synthesis.  

 
- A new Version of the Cognitive Taxonomy Dr. Leslie Owen Wilson's  
http://www.uwsp.edu/education/lwilson/curric/newtaxonomy.htm 

http://www.uwsp.edu/education/lwilson/curric/newtaxonomy.htm
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 Process Evaluation 

The intent of this questionnaire is meant to help you assess the process you have undergone in the development 
of your course. For each of the following indicate how you felt about the item. 
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Research Design phase  

Current knowledge      

Students’ goals      

Real world context      

Identify Content      

Relate to a real world context      

Identify key concepts      

Prepare examples      

Set Goals      

For each Goal set Objectives      

Include Standards      

Assessments / assignments      

Evaluation rubric      

List/ Identify Content and medium files      

Identify learning activities, methods      

Interaction / communication      

Student completion time estimate      

Development phase  

Text material / create file      

Media files      

Develop Interactions      

Assessments      

Link to Objectives      

Check cognitive level      

Write Assignment      

Develop a Scoring rubric      

Determine dates      

Write Feedbacks      

Black Board / Development  

Directory structure      

Upload files      

Assessments 
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Assignments      

Chats      

Discussions      

Link Content files into Learning Modules      

Link Assessments / Assignments / Chat / Discussions into Learning 
Modules 

     

Bloom’s, & Dr. Leslie Owen Wilson's Taxonomies      

      

 


