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- Roadmap for creating online courses -

Process/phase name The roadmap for creating an online course is based

on tasks assigned to certain roles or people. Each
role has an icon: the abbreviation of the role in a

circle. The size of the icon indicates that this role
holds the key responsibility for the task’s
completion. The smaller icons indicate that these

roles/people are involved in completing the task, but
do not bear the responsibility.

Sometimes tasks are assigned to student
assistants, but in the end the instructor is
responsible for the student assistant and ensuring
that s/he actually performs the task.

Team tasks

How to read
this roadmap
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eneral Roadmap
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Plan phase
Kick-off

+ 2 months

-1 I@IOIQ]O)

Onboarding *

Team tasks

O

Kickoff & division of
tasks

Course promo
plan @

+ 4 months

Course syllabus Build one module -\ ll Review (proof of

.
* @ (proof of concept) *~-- [l concept)

Team tasks

Find OER (images,
etc.)

Run phase

Moderate

Feedback

Publish About Page at least
90 days before the course starts

Training

BN
@ -
D

Plan additional
trainings *

Tour New Media Center (NMC) &
Purpose of Media tool

Build 80% of course in

platform

/_‘\
©

Video Roadmap Develop content, learning

activities, and assessment

Create ‘glue’ text and
narrative

Grading

+4 1010 weeks

Send announcements = Motivate & encourage [l Gather quotes,
& updates regularly forum participation comments & feedback

- Q00
'LD: ‘LD:

Monitor and react to Check student progress [l Provide regular
problems (5 days/week) (gradebooksinsights) & note issues fll feedback

Team tasks

Extension School for
Continuing Education

000"

Grading (if needed)

Certificates

Pre-launch and promotion

Pre-launch Go / No
(improvements)

Launch course
promotion

Prepare production Course Team
All lecturers

@ Responsible lecturer

Teaching assistant

Support
@ Course coordinator
() Edx-ES@tudelftn
@ Evaluation team
Extension School Administration
@ Faculty coordinator

Review and reality check
(storyboard and About Page)

@Q

Create course instance
(from template) & add team

Graphic designer
Learning developer

@ Marketing team
New Media Centre

Product manager
Quality assurance officer
Technical instructional designer

Video publishing

4 weeks before
the course starts

Beta testing

]
/_‘\ /_‘\
gcc, ECH
~-7 ~-7

Present if necessary

Workshop or training
Pre- & post-surveys

Fill in edX a

Produce something @

You can find resources supporting the
team tasks on the Online Learning
HUB.

Communication plan *
checklist g -

Evaluation phase

Evaluate Plan rerun

+1 month

Revise content &
activities

Schedule rerun date

/_‘\
'cc,

Surveys & evaluation
report (if available)

/_‘\ /_‘\
"CCIFC)
~-7 N7

Evaluation meeting

Course improvement
plan@®
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Support Course Team
Learning developer Responsible Lecturer

Iteration cycle @ Evaluation team Student assistant

@ Extension School Administration || Subject matter expert

Graphic designer

Technical instructional director
@ Marketing team

Present if necessary

g -
Additional flowsheet ——

@ New Media Centre
@ OpenCourseWare Team

Photographer
Product manager
Recording company
Video publishing

Review adapted @

About Page

Review draft of the
About Page

Send final

draft to edX +2 months @@

IR Create a draft
from the About
Page template

At least 180 days
before the course starts

Provide as ]
soon as possible Publish

the feedback @ .

Stary

About Page text

/

Start

Course image

Send to edX for

publishing

About Page
package

Approve

Publish on Online
Learning website

ADOUL FPage Roadmap

Provide input 2 _ @ @ - EdX needs 3 to 4 weeks
= 5 .
on/for proposal @ el tPOaprlISh the About
3 P Appointment for A g ” blished
o 0 instructor photograph N earlier pubiishe
o . . T About Page = more
Bring instructor and Approve final version > articipants
designer in contact Provide a course - < p P
image proposal (D) 5
.£: £ .
s = " g
Iteration cycle z1 O g
S /
=
(]
= .
o Promotion
=
Promotion
N° days published
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Support Course Team
@ Evaluation team Responsible Lecturer
@ Extension School Administration Teaching assistant

@ Graphic designer Subject matter expert

Learning developer

Present if necessary

Marketing team
‘ New Media Centre

Produce something

OpenCourseWare Team You can find resources
Photographer supporting the team tasks

on the Online Learning HUB.
Product manager
Recording company

Technical instructional designer

ReCO rd Wlth N M C Iteration cycle Video publishing

2 months before
Prepare Approve course starts

@° @°
P U b | |S h 5 weeks before

Record the video @ NMC publishes draft Give final approval for course starts

Send 7 days
Start before recording

@ 0@ Qi
S

Create a recording Write the script &

schedule create slides NMC studio video video on google sheet Video & slides,
autocue/
@ @@ @([6‘, transcripts
Create Google sheet Check provided Record the video @ Review draft video &
based on schedule material location provide comments @
EXtern a | ReCO rd N g lteration cycle Upload video Publish file on own Add video to platform

server for downloading

Create Process

ST
- @
S

Create recording Create a recording Edit video Review .mp4 video
schedule from templ.  scenario

@ ‘\IRC} @ @

Prepare a template Record video Write transcript based [ Share video, slides,
recording schedule (on location) on final video version [ transcript/ autocue with VP

Create subtitles from Publish video ID in
transcript/autocue spreadsheet

When recording feedback videos,
communicate release time and date

to. Share the material at least 48
hours before scheduled publishing.

Video Roadmap
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