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Phase 02: Course Checklist

Jun 19, 2025

This checklist will aid the centres’ Digital Learning Team in identifying what must be in place to
move the course to a medium or strong blend. Phase 02 allows centres to conduct a gap/capacity
analysis for supporting the course team to deliver via the blended mode. The focus of this checklist
is to take account of what is in place and what needs to be put in place.

* Required

* This form will record your name, please fill your name.

Centre and Course Details

1. City of Dublin ETB Campus, centre name and address. *

2. Contact person/s in centre (Digital Learning Coordinator/Member of Quality Team)
This person is responsible for coordinating the blended delivery at centre level, supported by the City of Dublin ETB
Digital Learning Team within the CDU. *

3. Name of Course, Award Code *

4. Is the course full-time or part-time? *
(O Full-time
O Part-time
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5. Course start date and completion date. *

6. What is the proposed level of blend for this course? *

O Medium blend

O Strong blend
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Rationale

7. Please outline the rationale for choosing to deliver this course in a blended mode.
e.g. learner demand, commercial opportunity, convenience, geographic location of learners, part-time evening course. *

8. What are the identified risks of offering this course using a blended learning approach?
What measures have been taken to manage them?

eg. Identified risks: lack of student engagement, poor attendance, technical difficulties, broadband connectivity, isolation and self-
discipline. Examples of measures: learner profiles suitable for blended learning, interviews at application stage, suitable selection
of digital tools, devices, student supports, clear expectations set out from the beginning, check-ins/tutorials, VLE monitoring. *

9. Are the identified risks and the corresponding mitigation measures recorded in the centre's risk register? *

Q Yes
O No

10. List all modules and their codes which will be delivered via a blended mode on the course. *

11. To what extent are these modules suitable for blended learning?

Please refer to blended learning procedures for light, medium and strong blend. https.//cdetbcdu.ie/wp-
content/uploads/2025/04/blended-learning-Procedures- 14April-2025.pdf *
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Human Resources

Please upload Appendix 1: Staff Training Profile and Appendix 2: Staff CPD Plan for each teacher delivering module/s on the course at the end of
this form.

12. Please list the staff member/s and specify their module/s they will be teaching on the course. *

13. Please outline the administrative support in place to support staff delivering the course.
Please refer to the centres Digital Learning (DL) Team ToR. *

14. "What is the total number of additional hours allocated to staff per week to support the necessary time investment
in the blended and online components of the course?" *

15. "In what ways are the allocated hours being used to support the blended and online components of the course?”
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Planning of course Design and Development

16. If this course is being redesigned as a strong blend, please outline how this course is being redesigned.

Please refer to refer to blended learning procedures for light, medium and strong blend. https.//cdetbcdu.ie/wp-
content/uploads/2025/04/blended-learning-Procedures-14April-2025.pdf

and
The CDU Moodle site for guidelines on course design and development at https://curriculum.etbonline.ie/course/view.php?id=214

17. If this course is being redesigned as a strong blend, how will asynchronous delivery be monitored?

18. How will the course content be designed in a way to promote interactivity between learners and teachers and
learners and each other?

What digital tools will be integrated into the course to allow for interactivity, engagement, empowerment?
In a synchronous class, how do teachers engage with and involve learners?
In asynchronous learning how is it designed to engage and involve learners? *
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19. Please select all the digital tools that will be used on the course. Tick all that apply.
Please refer to the City of Dublin Digital Wheel. *

I e e e 1 0 B

MS Sharepoint

MS Forms

Thinglink

MS Copilot

Outlook

OneDrive

Padlet

Word/Excel/PowerPoint

Canva

Clip Champ

Stream

MS Teams Online Chat

MS Teams

Moodle

MS Whiteboard

MS Teams/Assignments

Moodle Assignment

Kahoot

Nearpod

Other
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Assessment

20. The course has in place an Assessment Schedule which is given to all learners at the beginning of the year.

Please see upload Appendix 3: Assessment Schedule Template for guidelines at the end of this form.

O In place

O Not in place, due date to be put in place, add date in other.

O Other

21. How are assessments submitted on the course? Tick all that apply. *

D Submitted via the VLE

(] submitted in centre

D Other

22. How is formative assessment used on the VLE as a way to monitor learners and give feedback to learners? Tick all
that apply. *

D Short quizzes with instant feedback

D Chat functions

D Use of emojis e.g. thumbs up

D Discussion groups/forums

D Interactive assessments e.g. drag and drop, case studies
D Polls and/or Surveys

D Visual progress indicators

D Other

23. Does the course include any group assessments (formative and/or summative) either within individual modules or
across multiple modules to encourage interaction and collaboration among learners?
Please provide details of these assessments in your response. *

24. What measures or processes are in place to ensure academic integrity is upheld? *
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Course Plan

Please upload Appendix 4:Course Plan at the end of this form.
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Learner Experience

Please upload Appendix 5: Learner Handbook at the end of this form.
Please upload Appendix 6: Multi-Stage Induction Plan at the end of this form.

25. Please outline the overall learner experience for learners on this course.
e.g. the induction process, learner handbook, supports available, monitoring and feedback on learners progress, key contacts and
check-ins *
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Course Procedures on Review and Monitoring

26. The centre will monitor and review this course in accordance with the DL Team Terms of Reference and QA
requirements

O Agree
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Final Declarations

27. Form completed by (Name and Role e.g. Principal/Head of Centre/AEO./Youthreach coordinator/Digital Learning
(DL) coordinator). *

This content is neither created nor endorsed by Microsoft. The data you submit will be sent to the form owner.
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