[bookmark: _heading=h.gjdgxs]EDST 3460U Working with Clients and Partners

“Working with Clients and Partners” is a 12-week course offered by the Mitch and Leslie Frazer Faculty of Education at Ontario Tech University. It was first offered and facilitated in January 2024. The course is an elective for Bachelor of Arts in Educational Studies program students, learn more about the program here: https://education.ontariotechu.ca/undergraduate/ba-four-year.php. 

The course is structured for students to gain experience in real-world challenges in eLearning development and working with clients and other stakeholders. Using a blend of theoretical knowledge and practical application, students will be guided through project and client relationship management while working on a collaborative project. 

Designed to be delivered online, the course adopts a Problem-Based Learning (PBL) approach integrating asynchronous and synchronous elements to foster learning flexibility.  Every week, learners are presented with asynchronous activities such as analysis questions to help guide readings, after completing the readings, synthesis questions will follow along with interactive knowledge checks built with H5P. Doing the activities set the stage for active participation in synchronous virtual activities and discussions with their peers, reinforcing and using the skills and newly acquired knowledge.

Learners will complete scaffolded eLearning resource development projects that mimic professional eLearning development (and, where possible, work with actual clients). The comprehensive project not only emphasizes the development of technical skills but also strongly emphasizes collaboration and communication skills.

This Open Educational resource includes a detailed course description, learning objectives, assignments with rubrics, and a comprehensive 12-week topic outline featuring analysis questions, readings, synthesis questions, and H5P knowledge checks.

Materials are available in a Word document and an exported Canvas file format, allowing versatile delivery options to cater to different teaching and learning preferences.


Authors: Natalie Tremblay McDonnell, Diane Tepylo & Sarah Stokes
Editors: Jennifer A. Robb & Caitlin Johnson

The course Working with Clients and Partners by Natalie Tremblay McDonnell Diane Tepylo and Sarah Stokes is licensed under a Creative Commons Attribution-ShareAlike 4.0 International License, except where otherwise noted.
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[bookmark: _heading=h.2et92p0]Course Description 
The purpose of this course is to introduce students to theories, approaches, and software applications used in project management, client relations and change management. Throughout the semester, students will gain hands-on experiences working collaboratively with a client and/or subject matter expert to develop an inclusive learning resource.
[bookmark: _heading=h.tyjcwt]Learning Outcomes 
LO 1. Create a learning needs assessment that proposes a solution to a specific eLearning learning challenge. 
LO 2. Develop intercultural communication skills to work with  partners and clients and other stakeholders. 
LO 3. Collaborate with a client/subject matter expert(s) to develop an inclusive learning resource. 
LO 4. After developing a learning resource, students will develop a value proposition for the work completed.
LO 5. Develop an implementation plan & budget for the learning resource.
[bookmark: _heading=h.3dy6vkm]Assignment - eLearning Resource Development Project 
In this assignment students will take on the role of eLearning developers and work with a client to create a small eLearning resource. The assignment will emphasize collaboration, project management, client relations and the development of soft skills.

An eLearning resource for this assignment is an artifact that can be used to learn something new. Some potential options are: short video, online book, learning module, website, presentation/slideshow, or an infographic. Think microlearning options as the assignment is about the process of working with clients.

The assignment has been scaffolded into five (5) parts:
Part 1: Client/project selection with project intent - Group: 5% - Due week 3
Part 2: Needs assessment - Group: 15% - Due week 5
Part 3: Pitching the project - Due week 7 
	Implementation plan - Group: 15%
	Video proposal - Individual : 15%
Part 4: eLearning resource development- Group - 35% - Due week 11
Part 5: Self reflection - Individual - 15% - Due week 12
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	[bookmark: _heading=h.2s8eyo1]Week 1

	 Weekly topics
· Course Expectations
· Team Formation
· Professional Communication

	To do list:
· Complete weekly readings and viewings before class (asynchronous)
· Complete the Knowledge Check Questions
· Participate in (synchronous) class activities
· Find group members 
· Begin working on Part 1 (Due Week 3)

	Welcome to Working with Clients and Partnerships! Before, tutorial, please complete the readings. 

During this week's 60-minute synchronous virtual tutorial we will discuss the course expectations, the assignments and where to sign up the group you will be working with. You will want to form your groups sooner rather than later so you can begin working on your assignments. 

A lot of what we will cover the next 12 weeks is around professional communication within your team and with clients. It's not just about what we say but how we say it, ensuring clarity, respect, and understanding in every interaction. This session will set the stage for your learning experience, emphasizing the significance of these skills in real-world scenarios.

Following our discussion on course expectations, you will engage in breakout rooms to explore the analysis and synthesis questions. These discussions are designed to challenge your thinking and refine your skills in navigating the complexities of professional communication and teamwork.

	Analysis questions
Before completing the asynchronous study of working in teams and professional communication, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· What are the key components of effective team communication in a professional setting, and how can they contribute to the success of an eLearning development project?
· What potential challenges might arise in the process of forming teams and establishing professional communication channels with clients, and how can these be addressed?
· Evaluate the importance of professional communication in the early stages of client engagement and team collaboration. How does it impact the project’s success?

	Online readings and viewings:
· Assignment Descriptions
· Bolling, T., Mitchell, A., Scott, T., Wheeler, N., Lepore, B., Walton, J., Burgoyne, T., Arguello, R. & Falduto, V. (2023). 2.6 Collaboration: Workplace software and skills. Openstax
· Hampsten, K. (2016). How miscommunication happens and how to avoid it. [Video]. TED-Ed. https://www.ted.com/talks/katherine_hampsten_how_miscommunication_happens_and_how_to_avoid_it?language=en 
· Manion, K., Shah-Preusser, N., Dyck, T. & Thackeray, S. (2020). Learning in teams: Collaboratively guiding the journey. Collected Essays on Learning and Teaching. 13. p25-40. https://files.eric.ed.gov/fulltext/EJ1277192.pdf 
· Velazquez, M. (2019). The art of effective communication. [Video]. TEDxWolcottSchool. https://www.youtube.com/watch?v=2Yw6dFQBklA 

	Synthesis questions
After you have read and engaged with the material on working in teams and professional communications, it’s essential to promote synthesis and deeper understanding of the concepts. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· What strategy can a newly formed eLearning development team use to initiate their first meeting with a client?
· How can you apply professional communication to resolve an issue and realign expectations if your team encounters a significant misunderstanding in project expectations with your client?
· What are some guidelines your team can set for effective team communication that address both internal team interactions and client communications (for example how can you speak to your clients about the strengths and weaknesses)?

	Knowledge check questions with answer key for H5P

1. Which of the following is crucial for effective team formation in eLearning development projects? 
a. Competing for leadership roles
b. Establishing clear roles and responsibilities
c. Limiting communication to avoid conflicts
d. Working independently without regular check-ins
2. Effective professional communication with a client should include:
a. Clear, concise and respectful messaging
b. Frequent use of jargon to demonstrate expertise
c. Open-ended questions without follow-up
d. Avoiding written communication to prevent misunderstandings
3. Setting clear expectations with a client can help to:
a. Reduce the workload on the eLearning development team
b. Create confusion about deliverables
c. Prevent scope creep and manage project timelines effectively
d. Encourage clients to change requirements frequently
4. In a professional setting, effective communication as a group can be facilitated by: 
a. Avoiding regular meetings to save time
b. Having one team member make all decisions
c. Using a variety of communication tools and protocols
d. Keeping feedback to oneself to avoid offending others

	H5P embed code for week 1
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64159/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 1 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script> 

	URL for quiz
https://h5pstudio.ecampusontario.ca/content/64159 
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	Weekly topics
· The needs assessment to prepare for  Proposal Process

	To do:
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Finalize Part 1 (Due Week 3)
· Begin working on Part 2 (Week 5)

	Welcome to Week 2; this week's topic is the role of needs assessment in eLearning development. We'll cover how a needs assessment lays a solid foundation for creating a meaningful learning resource. It ensures that the final product effectively aligns with the client's vision, caters to expectations, and meets the end-user learning requirements.

Students will be sent to breakout rooms during the tutorial. Each group will explore one of the analysis and synthesis questions.

	Analysis questions
Before completing the asynchronous study of the needs assessment, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· What are the key components of an effective needs assessment process in the context of eLearning development and why are they important?
· How does the target audience’s characteristics influence the needs assessment process for an eLearning project?
· Analyze how the results of a needs assessment could impact the selection of technology and tools for developing an eLearning resource. What factors should be considered to ensure technology choices align with identified needs?

	Online readings and viewings:
· Schreglmann, S., & Kazanci, Z. (2018). A lesson plan development study for higher education based on needs assessment “Graphics and animation in education” courses. International Education Studies. 11(7). https://doi.org/10.5539/ies.v11n7p155
· Gomez Albrecht, M., Green, M., Hoffman, L., Babb, J., Donovan, L., Ellerbrook, D., Goolsby, L., Keltgen, J., Shepler, S. & Hoffman. (2023). 1.5 Determining consumer needs and wants: Principles of Marketing. Openstax
· Baliram, N., Koetje, K. & Huff, E. (2021). Virtual learning environments and a needs assessment of K-12 teachers. AILACTE Journal. 28. P27-53.  https://files.eric.ed.gov/fulltext/EJ1340480.pdf
· Babcock, A., Lehan, T. & Hussey, H. (2019). Mind the gaps: An online learning center’s needs assessment. Learning Assistance Review. 24(1). page 27-58. https://files.eric.ed.gov/fulltext/EJ1214728.pdf 
· Yang, M., & Harbor, J. (2023). Authentic Learning Design Failures: The Need for Learner and Contextual Analysis and Participatory Design. International Journal of Designs for Learning, 14(1), 88–105. https://doi.org/10.14434/ijdl.v14i1.35246

Optional:
· Groff, J. (2020). Instructional Design. [Open Education Resource]. Open Educational Resources. https://oercommons.org/courseware/lesson/73551 

	Synthesis questions
After you have read and engaged with the material on working in needs and assessments, it’s essential to promote synthesis and deeper understanding of the concepts. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· What steps would you take to gather information to create a needs assessment?
· Imagine a scenario where initial client requirements do not align with the identified learning needs of the target audience, how would you reconcile these differences to ensure the eLearning resource is effective?
· How would you use the findings of a needs assessment for an eLearning resource to inform the design and content strategy?

	Knowledge check questions with answer key for H5P
1) Which of the following is a primary goal of conducting a needs assessment in eLearning development?
a) To determine the project’s budget
b) To identify the learning needs of the target audience
c) To choose the eLearning platform before the design
d) To finalize the course length and format without client input
2) Needs assessment in eLearning projects is crucial for:
a) Only determining the technical requirements of the project
b) Deciding which team member should lead the project
c) Selecting the colour scheme and design elements of the course interface
d) Ensuring the content is relevant and aligned with learner expectations
3) Which of the following methods is not typically used in the needs assessment process?
a) Surveys and questionnaires
b) Focus groups 
c) Financial auditing
d) Interviews
4) In the context of eLearning development, the needs assessment process should ideally involve:
a) Only the project teams input for efficiency
b) Input from a wide range of stakeholders, including clients, potential learners, and subject matter experts
c) Sole reliance on the eLearning developer’s previous experience
d) Avoiding client involvement to reduce complexity

	H5P embed code for week 2
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64201/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 2 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 2 quiz
https://h5pstudio.ecampusontario.ca/content/64201 
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	Weekly topics
· The Proposal Process: Learning Outcomes, Pitches, and Recommendations

	To do list
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Submit Part 1 (Due Week 3) by 11:59 p.m. eastern time on the day of Week 3 class. 
· Don’t email your client yet, wait for your instructor's feedback
· Continue working on Part 2 (Week 5)

	This week, we will discuss the weekly topics: Learning Outcomes, Pitches, and Recommendations, emphasizing the importance and value of professional communication. 

Set the stage by setting clear learning outcomes, which will roll up into refining recommendations for the project pitch with the client. Effective and engaging messaging also adds value to your interactions with all stakeholders, ensuring your ideas are heard and appreciated.

During the tutorial, you'll participate in breakout rooms, where you'll have the opportunity to dive deep into one of the analysis or synthesis questions, applying what you've learned to practical scenarios.

	Analysis questions
Before completing the asynchronous study of creating learning outcomes, pitches and recommendations as it relates to creating eLearning with stakeholders, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· How does a clearly defined set of learning outcomes/goals contribute to the effectiveness of an eLearning proposal?
· What makes a proposal stand out to clients?
· What role does audience analysis play in the preparation of pitches and recommendations of eLearning projects?

	Online readings and viewings:
· Silvius, G., & Schipper, R. (2019). Exploring responsible project management education. Education Sciences. 9(2). https://files.eric.ed.gov/fulltext/EJ1211948.pdf 
· Riyanti, M., Erwin,T. Suriani, S. (2017). Implementing project based learning approach to graphic design course. Journal of Education and Practice. 8(15). page 173-177. https://www.iiste.org/Journals/index.php/JEP/article/view/37048/38088  
· Laverty, M., Littel, C., Arthur, C., Bressler, M., Byars, S., Coleman, B., Ferdowsian, M., Graybeal, G., Hawkins, W., Herrera, J., Marshall, L., Nantz, W., Olivas, D., Peterson, K., Poepsel, M., Raiford, K., Sabolish, J., Sledge, S. & Stanberry, K.,  (2020). 7.3 Developing Pitches for Various Audiences and Goals: Entrepreneurship. Openstax. 
· Sabramowicz, A. (2022, June 9). How to confidently sell your ideas to clients. [Video]. YouTube. https://www.youtube.com/watch?v=evmYLlnudqw 
· Hershenson, M. (2023, September 21). The secret to successfully pitching an idea \ The way we work, a TED series. [Video]. TED. https://www.youtube.com/watch?v=l0hVIH3EnlQ 

	Synthesis questions
After you have read and engaged with the material about creating learning outcomes, pitches and recommendations, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· How would you develop a proposal for a client with vague requirements to clarify and meet these requirements while establishing clear learning outcomes?
· How can you design a pitch for an eLearning project that incorporates stakeholder feedback, aligned with both client objectives and learner needs, and includes key elements to persuade the client?
· How would you develop a set of recommendations for a client looking to train their staff on new software, based on a thorough needs assessment and including proposed learning outcomes?

	Knowledge check questions with answer key for H5P
1) Which of the following is a critical element to include in an eLearning project proposal?
a) Detailed descriptions of potential team member hobbies
b) A comprehensive list of all possible eLearning tools
c) Clearly defined learning outcomes/goals
d) An exhaustive history of eLearning
2) When crafting a pitch for an eLearning project, is it important to:
a) Focus solely on the technical aspects of the project
b) Tailor the message to the specific interests and needs of the client
c) Use as much jargon as possible to demonstrate expertise
d) Avoid mentioning any potential challenges or limitations
3) Learning outcomes in an eLearning proposal should be:
a) Vague, to allow for flexibility in design
b) Based solely on what the development team prefers
c) SMART (Specific, Measurable, Achievable, Relevant, Time-bound)
d) The same for every project to save time
4) A successful eLearning proposal pitch should:
a) Only highlight the strengths and ignore any potential weaknesses
b) Be identical, regardless of the client or audience
c) Include recommendations based on a thorough understanding of client needs
d) Avoid discussing budget and time constraints

	H5P embed code for week 3
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64209/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 3 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 3 quiz
https://h5pstudio.ecampusontario.ca/content/64209 
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	Weekly topics
· Project Management

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Finalize Part 2 (Due Week 5)
· After you receive feedback from the instructor on your introduction email, send it to the client. 
· Begin working on Part 3 (Due Week 7)

	Welcome to Week 4; this week, we turn our focus to the role of Project Management and how it can be applied in developing eLearning resources. How can effective project management practices be the difference between the success and failure of your eLearning projects? Through comprehensive planning, execution, monitoring, and closing, project management encompasses the essential steps to deliver high-quality eLearning resources on time and within budget.

This week's asynchronous activity is to complete Ontario Tech U's Project management for non-project managers' micro-credential. Once you complete it, share your badge and something you learned that you think you will be able to put into practice for your upcoming assignment.


	Analysis questions
Before completing the asynchronous study of Project management as it relates to proposing an eLearning solution and working with various stakeholders, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· What are the key stages of project management in the context of eLearning resources design and why is each stage critical to the project's success?
· How do project management tools and techniques specifically benefit the development of eLearning resources?
· Discuss the impact of poor project management on the quality and delivery of an eLearning resource? What are the potential consequences for the clients and the learners?

	Online readings and viewings:
· Ontario Tech University. (2023). Project management for non-project managers. [Micro Credential]. https://catalog.ontariotechu.ca/browse/microcredentials/courses/project-management-for-non-project-managers 

Optional:
· Accettura, A., Bergsma, K., Boszak, T., Callaway, J.L., Cote, N., Doepker, C., Harbidge, M., Her, S., Hlushko, T., Homes, J., Knight, M., MacDowell, P., Marshall, C., McDougall, L., Prima, A., & Story, T. (2021). Chapter 1: Project Management for Instructional Designers, First Canadian Edition. 
· Kennett, B. (2014). How to plan and manage a project. In Planning and Managing Scientific Research: A guide for the beginning researcher (pp. 38-59). ANU Press. 

	Synthesis questions
After you have read and engaged with the material about project management, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.

· How would you apply project management principles to ensure timely and within budget completion of an eLearning project while maintaining high quality?
· Given a scenario where project timelines are at risk due to unforeseen challenges, how would you adjust the project management plan to get back on track?
· How can project management techniques be used to evaluate the success of an eLearning resource post-launch and facilitate iterative improvements?

	Knowledge check questions with answer key for H5P
1) Which of the following is a fundamental phase in the project management lifecycle of an eLearning development project?
a) Conceptualization
b) Planning
c) Execution
d) All of the above
2) Effective project management in eLearning development often involves:
a) Ignoring client feedback to avoid scope creep
b) Strictly adhering to the original plan without flexibility
c) Regularly updating stakeholders with progress and challenges
d) Limiting communication to the development team only.
3) In the context of eLearning Project management, scope creep can be best managed by:
a) Extending deadlines indefinitely to accommodate all changes
b) Reducing project quality to meet deadlines
c) Having a clear change management process in place
d) Completely avoiding any changes to the project plan
4) Risk management in eLearning project management is important because it:
a) Allows the project to proceed without any planning
b) Helps identify, assess, and prioritize potential risks to mitigate their impact
c) Ensure that the project will be completed with no challenges
d) Is only necessary if the project is falling behind schedule.


	H5P embed code for week 4
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64212/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 4 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 4 quiz
https://h5pstudio.ecampusontario.ca/content/64212 
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	Weekly topics
· The Proposal Process: Budgets and Timelines

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Submit Part 2 (Due Week 5) by 11:59 p.m. eastern time on the day of Week 5 class
· Continue working on Part 3 (Due Week 7)

	Welcome to Week 5! This week, we will discuss budgets and timelines in the context of eLearning projects. Budgeting and timeline management are pillars of successful project execution. This week, we will explore how to estimate project costs, schedule tasks efficiently, and align your project proposals with client expectations and constraints.

Before we begin our tutorial, please ensure you have completed the required online readings and viewings (asynchronously). This preparatory work will equip you with foundational knowledge and insights, enabling you to engage meaningfully in our discussions. In the breakout rooms, you can discuss some of the Analysis and Synthesis questions based on what you've learned, applying theoretical concepts to practical scenarios.

	Analysis questions
Before completing the asynchronous study of budgets and timelines as it relates to creating eLearning with stakeholders, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· What factors should be considered when estimating the budget for an eLearning project?
· How do project timelines influence budget planning in eLearning Development?
· What role does market research play in the budgeting process for eLearning projects?

	Online readings and viewings
· Accettura, A., Bergsma, K., Boszak, T., Callaway, J.L., Cote, N., Doepker, C., Harbidge, M., Her, S., Hlushko, T., Homes, J., Knight, M., MacDowell, P., Marshall, C., McDougall, L., Prima, A., & Story, T. (2021). Chapter 9 Cost and Procurement: Project Management for Instructional Designers, First Canadian Edition. 
· Glover, D., & Levačić, R. (2020). Budget preparation. In Educational Resource Management: An international perspective (2nd ed., pp. 89–109). UCL Press. 
· Sabramowicz, A. (2022, August 18). How to charge as an e-learning consultant (or freelancer). [Video]. YouTube. https://www.youtube.com/watch?v=28gSMDuZzpU 
· Slade, T. (2021, August 23). How to create an eLearning development timeline. [Video]. The eLearning Designer’s Academy. https://www.youtube.com/watch?v=lSfpeoVOHDo 

	Synthesis questions
After you have read and engaged with the material about budgets and timelines, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· Given a client’s specific needs and constraints, how would you develop a realistic budget and timeline proposal for an eLearning project?
· How can you balance the need for quality, cost-efficiency, and timely delivery in an eLearning project proposal?
· Imagine you have received feedback that your initial project proposal exceeds the client’s budget. How would you revise the proposal to align with the client’s financial constraints while still meeting the project’s objectives?

	Knowledge check questions with answer key for H5P
1) Which of the following is crucial for creating an accurate eLearning project budget?
a) Detailed work breakdown structure
b) Choosing the most expensive eLearning tools
c) Limiting client communication to reduce expenses
d) Ignoring indirect costs to simplify the budget
2) How should changes to project scope be managed to ensure budget and timeline targets are met?
a) By immediately increasing the budget and extending deadlines
b) Through a formal change management process
c) Ignoring small scope changes to avoid complexity
d) By reducing the quality of work to accommodate new requirements
3) What is the purpose of including a contingency fund in the project budget?
a) To cover unexpected costs that may arise during the project
b) To allocate extra funds for entertainment purposes
c) To be used exclusively for extending project deadlines
d) To invest in unrelated business opportunities
4) Which element is essential when developing a project timeline for an eLearning proposal?
a) Only including major milestones, ignoring smaller tasks
b) Assuming best-case scenarios for all tasks durations
c) Allocating time for project review and client feedback 
d) Setting unrealistic deadlines to impress the client

	H5P embed code for week 5
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64214/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 5 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL to week 5 quiz
https://h5pstudio.ecampusontario.ca/content/64214 
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	Weekly topics
· Developing Learner Personas, Inclusive and Accessible Design

	To do:
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Finalize Part 3 (Due Week 7)

	Welcome to Week 6 of "Working with Clients and Partnerships," where we will explore the critical concepts of Learner Personas, Inclusive Design, and Accessibility in eLearning. 

This week's focus on Learner Personas, Inclusive Design, and Accessibility is essential for creating eLearning resources that are not only effective but also equitable. By understanding and implementing these principles, you can ensure that your eLearning projects are welcoming and accessible to all learners, enhancing their learning experience and outcomes. Engage with these questions thoughtfully to develop your skills in designing inclusive and accessible eLearning resources.

In the breakout rooms, you'll have the opportunity to discuss some of the Analysis and Synthesis questions based on your pre-tutorial preparations. These discussions are a chance to apply what you've learned and explore practical solutions to real-world challenges in eLearning design.

	Analysis questions
Before completing the asynchronous study of developing learner personas, inclusive and accessible design, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· How do learners' personas contribute to the development of an effective eLearning resource and what key elements should they include?
· How can personas be used to ensure eLearning resources are accessible to a diverse audience?
· What challenges might eLearning developers face when creating learner personas, and how can these challenges be addressed?

	Online readings and viewings:
· Coughlan, T., Lister, K., Seale, J., Scanlon, E. & Weller, M. (2029). Chapter 4: Accessible Inclusive Learning Foundations. Educational visions: The lessons from 40 years of innovation. Pp. 51-74. https://www.jstor.org/stable/j.ctv11cvx2s.8 
· Alzate, V. (2021, May 20). How to develop learner personas for effective training. ATD. https://www.td.org/atd-blog/how-to-develop-learner-personas-for-effective-training
· Baaki, J., Maddrell, J. & Stauffer, E. (2017) Designing authentic personas for open education resources designers. International Journal of Designs for Learning. 8(2). page 110-122. https://doi.org/10.14434/ijdl.v8i2.22427 
· Stefaniak,J., Shah,S., Mills, E. & Luo, T. (2020). Keeping the learner at the focal point: the use of needs assessment and persona construction to develop an instructional resource center for instructional designers. International Journal of Designs for Learning. 11(2). page 142-155. https://doi.org/10.14434/ijdl.v11i2.25632
· Digital Learning Institute. (2023, October 26). How to use personas for digital learning design). https://www.digitallearninginstitute.com/blog/how-to-use-personas-for-digital-learning-design 

	Synthesis questions
After you have read and engaged with the material about developing learner personas, inclusive and accessible design, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· What strategy would you propose to design a learner persona for an eLearning course on digital literacy aimed for senior citizens that includes inclusivity and accessibility?
· Imagine a scenario where an eLearning course has low engagement rates, what strategy for using learner personas would you use to identify and address the barriers to engagement?
· What steps would you use to incorporate accessibility checks into the eLearning development cycle?

	Knowledge check questions and answer key for H5P
1) Which of the following is a key element to include in a learner persona?
a) The learner’s favourite colour
b) Preferences in learning
c) Previous courses taken by the learner
d) The learner’s astrological sign
2) Inclusive design in eLearning aims to:
a) Simplify content for learners with lower proficiency levels
b) Ensure accessibility for as wide as an audience as possible
c) Focus primarily on visual impairments
d) Exclude advanced technologies to prevent confusion
3) Which of the following is not a principle of inclusive eLearning design
a) Providing text alternatives for non-text content
b) Designing for the average learner only
c) Ensuring content can be accessed in multiple ways
d) Offering choices in how information is consumed
4) How can eLearning developers ensure their content is accessible to individuals of all abilities
a) By using complex sentence structures to convey information
b) Incorporating multimedia elements without captions or descriptions
c) Conducting accessibility audits and incorporating feedback
d) Limiting content to text-only formats

	H5P embed code for week 6
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64216/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 6 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL to week 6 quiz
https://h5pstudio.ecampusontario.ca/content/64216 
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	Weekly topics
· Content development and working with SMEs

	To do 
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Both parts of Part 3 (Due week 7)  
· Post Video proposal (Individual) in Canvas Discussion Board by 11:59 p.m. eastern time on the day of Week 7 class. As a group, decide which to send to your client within two days (do no send to the client until the instructor  has provided feedback)
· Submit Implementation plan (Group) (do not send to the client, just send to instructor)
· Begin working on Part 4 (Due Week 11)

	Welcome to Week 7 of "Working with Clients and Partnerships," focusing on the pivotal roles of Content Development and collaborating with Subject Matter Experts (SMEs).

This week's focus is particularly significant as the quality of your eLearning resource heavily relies on the content's relevance, accuracy, and engagement level. Furthermore, SMEs play a pivotal role in ensuring that your content is factually correct and up-to-date with the latest industry standards and practices. Through effective collaboration with SMEs, you can bridge the gap between educational design and subject expertise, creating a learning experience that is both credible and compelling for the learners.

In our tutorial, we will break out into groups to explore a selection of Analysis and Synthesis questions.

	Analysis questions
Before completing the asynchronous study of content development and working with Subject Matter Experts (SMEs), learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· How does collaboration with SMEs enhance the quality and relevance of eLearning content?
· What are the potential challenges of working with SMEs during the eLearning Content Development process, and how can these challenges be mitigated?
· Evaluate the importance of aligning SME input with learning outcomes and goals. How can discrepancies between SME content and learning objectives be addressed?

	Online reading and viewing
· Cooper, S. & Renshaw, S. (2023). Learning failure and the importance of subject matter experts. International Journal of Designs for Learning. 14(1). Page 112-118. https://doi.org/10.14434/ijdl.v14i1.35200
· World Health Organization. (2021). Content development and adaptation. In BE HE@LTHY BE MOBILE: A handbook on how to implement mDementia (pp. 36–44). World Health Organization. http://www.jstor.org/stable/resrep33199.8 
· Roy, A, & Raymond, L. (2008). Meeting the training needs of SMEs: Is eLearning a solution? Electronic Journal of eLearning. 6(2). pp89-98. https://files.eric.ed.gov/fulltext/EJ1098753.pdf
· Sabramowicz, A. (2022, August 2). Top tips for working with SME on eLearning projects. [Video]. YouTube. https://www.youtube.com/watch?v=xn8wmUC045A 
· Sabramowicz, A. (2016, February 1). Subject matter experts: e-Learning & working with your SME. [Video]. YouTube. https://www.youtube.com/watch?v=A_4PyNEI3Cg 

	Synthesis questions
After you have read and engaged with the material about content development and working with Subject Matter Experts (SMEs), it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· Given a complex topic from a SME, how would you design an eLearning module that is both engaging for learners and meets the specific learning outcomes?
· Imagine you have received conflicting information from multiple SMEs on a specific topic. How would you resolve these conflicts to ensure the eLearning content is accurate and coherent?
· How would you incorporate interactive elements into eLearning content based on SME input to enhance learner engagement and knowledge retention?

	Knowledge check questions with answer key for H5P
1) What is the primary role of a SME in eLearning content development?
a) To provide technical support to learners
b) T market the eLearning course to potential learners
c) To ensure the content accuracy and relevance
d) To design the course layout and graphics
2) Which of the following is a key benefit of involving SMEs in the eLearning development process?
a) Reducing the need for learner feedback
b) Eliminating the need for instructional design
c) Enhancing the content’s credibility and depth
d) Increasing the course development time
3) How should instructional designers manage the content provided by SMEs?
a) By accepting all content without review
b) Translating expertise into learner-friendly formats
c) LImiting SME input to avoid content overload
d) Focusing solely on SMEs’ preferred topics
4) Which strategy is effective for incorporating learner feedback into eLearning content developed with SMEs?
a) Too little content to develop a course
b) Lack of interest in the project from SMEs
c) Difficulty in aligning SME content with learning objectives
d) SMEs taking over the instructional design process

	H5P embed code for week 7
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64253/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 7 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 7 quiz
https://h5pstudio.ecampusontario.ca/content/64253 
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	Weekly topics
· Content development and working with other roles

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Continue to stay in contact with your client and ask for feedback on the package you sent with Video, Needs Analysis and Implementation plan. 
· If you haven’t already started, begin working on Part 4 (Due Week 11)

	Welcome to Week 8! Sometimes, you may be a team of one creating content. At other times, you might be a person on a team collaborating among diverse professionals, including graphic designers, multimedia specialists, technical writers, instructional designers, learning and development specialists, educators, and others. This week's focus is on understanding the unique contributions of each role in the eLearning content development process and mastering the art of interdisciplinary teamwork to create effective and engaging digital learning resources.

This week's exploration into collaborative content development is designed to equip you with the skills and knowledge necessary to navigate the complexities of working with a team but also to understand the unique roles that may be involved in creating a learning artifact. 

Come prepared to engage with each other in breakout rooms to discuss some Analysis and Synthesis questions. 

	Analysis questions
Before completing the asynchronous study of content development and working with others that have a different role on a project, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· How do the roles of graphic designers, multimedia specialists, and instructional designers differ in the eLearning content development process?
· How can project managers ensure that the collaboration between various roles in eLearning content development contributes positively to the project timeline and budget?
· What challenges might arise from the collaboration between instructional designers and technical developers during eLearning content creation, and how can these challenges be mitigated?

	Online readings and viewings
· Rouble, M., Dobbs, M., & Gilbert, A. (2023). WinterLab: Developing a Low-Cost, Portable Experiment Platform to Encourage Engagement in the Electronics Lab. International Journal of Designs for Learning, 14(1), 11–22. https://doi.org/10.14434/ijdl.v14i1.33406
· Brijmohan,A., Khan, G., Orpwood, G., Sandford Brown, E, & Childs, R. (2018). Collaboration between content experts and assessment specialists: Using a validity argument framework to develop a college mathematics assessment. Canadian Journal of Education. 41 (2). https://journals.sfu.ca/cje/index.php/cje-rce/article/view/3239 
· Nosulich, H. & Mukan, N. (2020). Reflection of global learning and development trends in official narratives of Canadian Corporations. Advanced Education. 16. Pp.49-57.https://files.eric.ed.gov/fulltext/EJ1287916.pdf  

	Synthesis questions
After you have read and engaged with the material about content development and working with others that have a different role on a project, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· Given a scenario where instructional designers and multimedia specialists have conflicting visions for an eLearning module, how would you facilitate a resolution that aligns with the project’s learning objectives?
· What workflow would you design that integrates input from SMEs, instructional designers, graphic designers, technical developers to produce a cohesive eLearning resource?
· How would you incorporate feedback from beta testers into the final revisions of an eLearning resource, considering the perspectives and expertise of different team members involved in its development?

	Knowledge check questions with answer key for H5P
1) Which role is primarily responsible for analyzing learning needs and designing the educational content of an eLearning course?
a) Graphic Designer
b) Subject Matter Expert  (SME)
c) Instructional Designer
d) Technical Developer
2) Effective collaboration between eLearning team members is facilitated by:
a) Working in silos to speed up the development process
b) Establishing clear roles and communication protocols
c) Limiting meetings to reduce time spent on discussions
d) Allowing team members to choose their tasks spontaneously
3) In eLearning content development, the role of a multimedia specialist primarily involves:
a) Designing assessments
b) Writing  content
c) Creating interactive elements and visuals
d) Defining learning objectives
4) Which of the following is a key benefit of involving technical developers early in the eLearning content development process?
a) Reducing the need for instructional design
b) Ensuring the content is compatible with the chosen technology platforms
c) Eliminating the role of graphic designers
d) Decreasing the project's overall budget

	H5P embed code for week 8
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64254/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 8 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 8 quiz
https://h5pstudio.ecampusontario.ca/content/64254 
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	Weekly topics
· Working in teams

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities 
· Continue working on Part 4 (Due Week 11)
· Recommended: AThis would be a good time to ask your client for any feedback on the eLearning resource to guide final development.

	Welcome to Week 9! Teamwork is the cornerstone of any successful project, including the context of eLearning resource development. It brings together diverse talents and perspectives, enabling the creation of more comprehensive, engaging, and effective learning experiences. Understanding how to navigate the complexities of team dynamics, leverage each member's unique skills, and foster a productive work environment is crucial for anyone involved in the development of a resource..

During our tutorial, we will break out into discussion groups to explore various aspects of working in teams. In these breakout rooms, you may discuss topics such as:
· The key factors that contribute to effective teamwork and how these can be fostered within eLearning development teams.
· Strategies for leveraging differences in team members’ skills and experiences to enhance the eLearning development process.
· The role of leadership in guiding eLearning development teams and implementing effective leadership practices to drive project success.
· Addressing issues of low morale and motivation within a team to improve productivity and cohesion.
· Designing team-building activities tailored for remote eLearning development teams to foster collaboration and trust.
· Facilitating team discussions to decide on necessary revisions based on mixed client feedback, ensuring team harmony and client satisfaction.

By engaging with these discussions, you will gain valuable insights into effective teamwork practices, enhancing your ability to contribute to and lead successful projects.

	Analysis questions
Before completing the asynchronous study of working in teams, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· What are the key factors that contribute to effective teamwork in the context of eLearning resource development?
· How can differences in team members’ skills and experiences be leveraged to enhance the eLearning development process?
· What role does leadership play in guiding eLearning development teams, and how can effective leadership practices be implemented?

	Online readings and viewings
· Accettura, A., Bergsma, K., Boszak, T., Callawa, J-L., Cote, N., Doepker, C., Harbidge, M., Her, S., Hlushko, T., Holmes, J., Knight, M., MacDowell, P., Marshall, C., McDougall, L., Prima, A. & Story, T. (2021). Project Management for Instructional Designers, FIrst Edition. https://openpress.usask.ca/pm4id/chapter/5-2-working-with-groups-and-teams/   (Chapter 5.2 Working with Groups and teams). 
· Slade, T. (2024, January 16). How learning & development teams are structured. [Video]. The eLearning Designer’s Academy. https://www.youtube.com/watch?v=OpdT4JrjVYI 

Optional:
Crowley, C., Chen, H. & Cerver, M. (2018). A team-based collaboration used for the development of transnational online distance education courses. International Journal of E-Learning and Distance Education. 33(2). https://files.eric.ed.gov/fulltext/EJ1201376.pdf

Zahedi, M. & Heaton, L. (2017). A model of framing in design teams. Design and Technology Education 22(2). https://files.eric.ed.gov/fulltext/EJ1137758.pdf 

Bene, R.  & McNeily, E. (2020). Getting radical: Using design thinking to foster collaboration. Papers on Postsecondary Learning and Teaching. (4). P50-57. https://files.eric.ed.gov/fulltext/EJ1303196.pdf 


	Synthesis questions
After you have read and engaged with the material about working on a team, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· Given a scenario where an eLearning project team is struggling with low morale and motivation, how would you address these issues to improve productivity and team cohesion?
· Design a team-building activity specifically tailored for remote eLearning development teams. How would this activity foster collaboration and trust among team members?
· Imagine your team has received mixed feedback from a client on an eLearning prototype. How would you facilitate a team discussion to decide on the necessary revisions while maintaining team harmony and client satisfaction?

	Knowledge check questions with answer key for H5P
1) Effective conflict resolution in eLearning project teams often involves:
a) Relying on email as the sole form of communication
b) Establishing clear roles and responsibilities
c) Avoiding regular team meetings to save time
d) Encouraging competition between team members
2) What is a key advantage of having a diverse eLearning development team?
a) It simplifies decision-making processes
b) It eliminates the need for project management
c) It brings a variety of perspectives and ideas
d) It guarantees faster project completion
3) Which practice is most beneficial when integrating new members into an existing eLearning development team?
a) Assigning them tasks immediately without orientation
b) Providing comprehensive onboarding and background on the project
c) Limiting their interaction with existing team members
d) Encouraging them to work independently to demonstrate their skills
4) For remote eLearning development teams, regular virtual meetings are important because they: 
a) Can replace all other forms of communication
b) Help team members stay informed about project progress
c) Ensure that team members work longer hours
d) Eliminate the need for project management tools

	H5P embed code for week 9
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64255/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 9 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for Week 9 quiz
https://h5pstudio.ecampusontario.ca/content/64255 
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	Weekly topics
· Handling reviews and feedback

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities 
· Finalize Part 4 (Due Week 11)
· This would be a good time to ask your client for additional feedback on the eLearning resource.
· Begin Part 5 (Due Week 12)

	Welcome to Week 10! Feedback plays a pivotal role in the design process, offering invaluable insights that can significantly improve the quality and impact of eLearning resources. It bridges initial concepts and the final product, facilitating continuous improvement and adaptation based on real-world reactions and suggestions. Learning to collect, analyze, and act upon feedback efficiently is essential for any eLearning developer aiming to create compelling and educational content.

Handling reviews and feedback underscores the importance of constructive criticism in the eLearning development process. By engaging in these discussions, you will gain valuable insights into creating a feedback loop that enhances the quality of your eLearning projects and strengthens client and learner relationships. Prepare to explore how feedback can be your most powerful tool in achieving excellence and developing something you can be proud of.

During the tutorial, students will split into breakout groups to engage in discussions around the analysis and synthesis questions to challenge them to apply theoretical knowledge to practical scenarios.

	Analysis questions
Before completing the asynchronous study of handling reviews and feedback, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· Discuss the role of feedback in the iterative design process of eLearning resources. How does feedback contribute to the enhancement of the final product?
· Describe the process you would use to collect feedback on an eLearning resource. How would you ensure that the feedback is comprehensive and useful?
· How would you differentiate between subjective opinions and actionable feedback? 

	Online readings and viewings:
· Elboshi, A. (2021). Web-enhanced peer feedback in ESL writing classrooms a literature review. English Language Teaching. 14(4). p66-76. https://files.eric.ed.gov/fulltext/EJ1292978.pdf
· Getzlaf, B., Perry, B., Toffner, G., Lamarche, K. & Edwards, M. (2009). Effective instructor feedback: perceptions of online graduate students. Journal of Educators online. 6(2). https://files.eric.ed.gov/fulltext/EJ904070.pdf 
· Bates, T. (2019, October). Teaching in a digital age- second edition. BCcampus. https://opentextbc.ca/teachinginadigitalage/chapter/6-5-the-addie-model/ (Chapter 4.3 The ADDIE model)
· Renninger, L. (2020, February 10). The secret to giving great feedback | The way we work, a TED series. [Video]. TED. https://www.youtube.com/watch?v=wtl5UrrgU8c 
· Slade, T. (2021, February 23). How to get actionable feedback from your stakeholders & SMEs. [Video]. YouTube. https://www.youtube.com/watch?v=vmXUCs6HLao 

	Synthesis questions
After you have read and engaged with the material handling reviews and feedback, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· How would you facilitate a session with clients to encourage honest and constructive feedback? 
· How can ongoing feedback be collected, analyzed and incorporated into future iteration?
· How will you ensure the revisions are effectively implemented and communicated back to the stakeholders?

	Knowledge check questions with answer key for H5P
1) Which of the following is an effective method for collecting feedback on an eLearning resource?
a) Limiting feedback to positive comments only
b) Using open-ended surveys and structured interviews
c) Ignoring unsolicited feedback
d) Accepting feedback from internal team members only
2) How should negative feedback be treated in the review process of an eLearning project?
a) As a personal critique of the developers
b) As an opportunity for improvement and learning
c) It should be disregarded if it contradicts the team’s views
d) Only considered if it comes from a senior stakeholder
3) When reconciling conflicting feedback, what is a crucial step?
a) Implementing all feedback to satisfy everyone
b) Identifying common themes and priorities
c) Choosing to follow the feedback of the most influential stakeholder
d) Disregarding conflicting feedback to avoid making changes
4) After receiving feedback on an eLearning resource, what is an important next step?
a) Immediately implementing all suggested changes without review
b) Prioritizing feedback based on its impact on learning outcomes
c) Only considering changes that are easy to implement
d) Waiting for additional feedback before making any decisions

	H5P embed code for week 10
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64258/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 10 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 10 quiz
https://h5pstudio.ecampusontario.ca/content/64258 
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	Weekly topics
· Wrapping up a project

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities
· Submit Part 4 (Due Week 11) by 11:59 p.m. eastern time the day of your Week 11 class
· Finalize Part 5 (Due Week 12)

	Welcome to Week 11. This week, we are going to focus on the crucial phase of Wrapping up a Project. Effectively wrapping up a project is not just about delivering the final product but also ensuring satisfaction, reflecting on the process, and setting the stage for future collaborations.

A project wrap-up involves several key components, including documentation, client approval, and a debriefing process. These elements are essential to confirm that all project objectives have been met, officially close the project with the client, and capture valuable insights to enhance your future projects. This week, we will explore strategies to ensure a smooth transition from project completion to closure, emphasizing the importance of communication, feedback, and continuous improvement in the eLearning development process.

During our tutorial, you will break into discussion groups. You will have the opportunity to engage in the weekly analysis and synthesis question. They were created to  challenge you to apply what you've learned to apply to practical scenarios, 

	Analysis questions
Before completing the asynchronous study of wrapping up a project with various stakeholders as it relates to an eLearning project, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· What are the key components of a successful project wrap-up when working with an external client on an eLearning resource?
· What are the key components of a successful project wrap-up when working with an external client on an eLearning resource?
· What strategies should be employed to ensure that all project deliverables have been completed and approved by the client before the project is officially closed?

	Online readings and viewings:

Watt, A. (2014). Project Management. Open Library. https://ecampusontario.pressbooks.pub/projectmanagement/chapter/chapter-18-project-completion-project-management/ (Chapter 18: Project Completion)

Accettura, A., Bergsma, K., Boszak, T., Callawa, J-L., Cote, N., Doepker, C., Harbidge, M., Her, S., Hlushko, T., Holmes, J., Knight, M., MacDowell, P., Marshall, C., McDougall, L., Prima, A. & Story, T. (2021). Project Management for Instructional Designers, First Edition. https://openpress.usask.ca/pm4id/front-matter/about-this-book/  (Chapter 12. 1 Project Closure). 

	Synthesis questions
After you have read and engaged with the material of wrapping up a project with various stakeholders as it relates to an eLearning project, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· What would you include in a project closure checklist that includes tasks related to documentation, client sign-off, and team debriefing for an eLearning project?
· How would you follow-up with a client to continue supporting the client after project closure and solicit feedback on the resource's impact?
· How would you use the data and feedback collected from the eLearning project to inform the planning and execution of future projects with new clients?

	Knowledge check questions with answer key for H5P
1) Which of the following is a crucial step in the project wrap-up phase?
a) Immediately starting another project to maintain momentum
b) Conducting a post-project review with the team and client
c) Disregarding client feedback to expedite closure
d) Eliminating project documentation to reduce paperwork
2) Effective project closure documentation should include:
a)  Only positive feedback to highlight the project's successes
b) A detailed account of unresolved issues for future reference
c)  Exclusively financial reports to ensure budget compliance
d) Generic templates that are not specific to the project
3) Post-project client support can include:
a) Ceasing all communication with the client to encourage independence
b) Offering ongoing maintenance and updates for the eLearning resource
c) Billing the client for any future inquiries about the project
d) Ignoring client feedback on the delivered project

	H5P embed code for week 11
<iframe src="https://h5pstudio.ecampusontario.ca/h5p/64259/embed" width="982" height="256" frameborder="0" allowfullscreen="allowfullscreen" lang="en" title="Week 11 - eLearning Knowledge Check - Working with Clients and Partnership"></iframe><script src="https://h5pstudio.ecampusontario.ca/modules/contrib/h5p/vendor/h5p/h5p-core/js/h5p-resizer.js" charset="UTF-8"></script>

	URL for week 11 quiz
https://h5pstudio.ecampusontario.ca/content/64259 
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	Weekly topics
· Maintaining contact with clients and teams or future networking
· Class wrap up + showcase

	To do
· Complete weekly readings and viewings before class (asynchronous)
· Participate in (synchronous) class activities 
· Submit Part 5 (Due Week 12) by 11:59 p.m. eastern time on the day of your week 12 class

	Welcome to Week 12, the final week of this course. 

This week, we'll explore the importance of continuing to engage with clients and team members even after project completion. Maintaining professional relationships can lead to repeat business, referrals, and valuable collaborations in the future. Furthermore, we'll discuss how showcasing your completed eLearning resource can serve as a powerful tool in your portfolio, demonstrating your skills and experiences to prospective employers or clients.

During our tutorial, you will have the chance to discuss various aspects of post-project networking and possible ways to showcase your work (i.e., portfolio) and share it with your class peers. 

As we conclude this course, it's crucial to recognize the value of the networks and relationships we've built, both with our clients and within our teams. These connections can significantly enhance our professional development and open doors to future opportunities.

	Analysis questions
Before completing the asynchronous study of maintaining contact with clients and teams for future networking, learners should consider several key analysis questions to help them approach the material with a critical and inquisitive mindset. Here are some questions to ponder:
· How can showcasing the eLearning resource in a portfolio benefit students in their future career endeavors?
· What are the potential benefits and challenges of maintaining a professional relationship with the client and team members post-project.
· How can students leverage the experience and feedback gained from working on the eLearning project in future job interviews or career opportunities?

	Online readings and viewings
Niagara College. (2018). Your Professional Future: Career portfolios and personal branding. [module]. https://www.niagaracollege.ca/modules/WIL2022/professional-future/career-portfolio/story_html5.html 

Niagara College. (2018). Your Professional Future: Opportunities in your field. [module]. https://www.niagaracollege.ca/modules/WIL2022/professional-future/opportunities/story_html5.html 

	Synthesis questions
After you have read and engaged with the material of maintaining contact with clients and teams for future networking, it’s essential to promote synthesis and deeper understanding of the concepts as it relates to eLearning. Here are some synthesis questions to guide your thinking and encourage critical analysis.
· Given the skills and knowledge you have acquired from creating the eLearning resource, how would you approach a similar project differently in the future?
· Imagine you are presenting your eLearning project in a job interview. How would you describe the project's scope, your role, and the impact of your contributions?
· How can you apply the project management and collaboration skills gained from this course to other areas of your work or study?

	Congratulations on wrapping up our course!



[bookmark: _heading=h.4i7ojhp]Assignment descriptions and rubrics
[bookmark: _heading=h.2xcytpi]Part 1: Client/project selection project intent (LO2 & LO3)  (5%)
GROUP (2-3) - Due: Week 3
For this part of the assignment students will identify potential clients (e.g., a library, university faculty or a department for a current employer that is not affiliated to their current employment) and select a project to work on for the duration of the course. The instructor may also provide a list of available clients or RFP projects to choose from where the instructor or TA acts as the client. When selecting the project, please be mindful that the course is 12-weeks and the learning artifact should be something that the group is able to complete in approximately 4 weeks.
Students will submit to their instructor:
· A clear and concise introduction email for the client highlighting their intent to participate in the project, group experience and request to set up a meeting to discuss the project.
· They will also include the name of the client and contact information. 


Note: The introduction email should not be sent to the client until the instructor provides feedback (by the end of Week 4). 


	Example email to help inspire:

Dear [Client name], 

I hope this message finds you well. My name is [your name], and along with my team members, [Group member names], we are interested in partnering with you to develop a small eLearning resource as part of our academic project for [Course Name]. 

Our group offers skills in [briefly list key skills, e.g., instructional design, multimedia production, communication], and we are excited about the opportunity to apply these in real-world context. The project involves creating a microlearning resource, such as a video, interactive module, or infographic, within a four-week timeframe. A collaboration with you would not only enhance our learning experience but also contribute to your educational goals. 

Could we schedule a meeting to discuss the potential project and how our collaboration could take shape? Here are some key milestones the project would include:
· Date TBD: First meet up - We’d like to gather more information to perform a needs assessment. 
· [Insert date after week 7]: We’ll send you our Pitch Video, and we’ll ask you for feedback on our recommendation.
· [Insert date after Week 11]: This is when we must complete the eLearning artifact, but we will likely send you a copy before then for your input. 

We look forward to the opportunity to discuss further. Here are a few times we are available to meet up [times available]. Let us know if one of these times works for you or if a better time works for you. 

Best, 
[Your full name]





	Rubric for Assignment 1: Client/project selection project Intent
Group (5%)

	[bookmark: _heading=h.1ci93xb]Criteria
	[bookmark: _heading=h.3whwml4]Proficient - 5 pts
	[bookmark: _heading=h.2bn6wsx]Emerging - 3 pts
	[bookmark: _heading=h.qsh70q]Needs Work - 1 pts

	Understanding of Project Scope and Skills
	The email demonstrates a strong understanding of the project scope and clearly highlights the group's relevant skills. It sets realistic expectations for the project milestones and deliverables
	The email demonstrates some understanding of the project scope but may overestimate or underestimate the group's skills. Expectations for project milestones and deliverables are somewhat unclear or unrealistic.
	The email demonstrates a lack of understanding of the project scope, with little to no mention of the group's relevant skills. It sets unclear or highly unrealistic expectations for project milestones and deliverables.

	Communication Skills
	The email demonstrates excellent communication skills, including effective use of language and a professional tone. It persuasively outlines the benefits of the project for both parties and suggests potential meeting times.
	The email demonstrates adequate communication skills, but the language or tone may be less professional or persuasive. It outlines the project's benefits but may not be compelling or clear in its suggestions for meeting times.
	The email demonstrates poor communication skills, with unclear or inappropriate language and tone. It fails to outline the project's benefits clearly and does not suggest potential meeting times effectively.



[bookmark: _heading=h.3as4poj]Part 2: Needs assessment (LO1, LO2, LO3) - (30%)
Group (2-3) - Due: Week 5
Using the information the client has provided in the meeting, (after sending the introduction email in Part 1) students will create a Needs Assessment and Implementation plan for the eLearning artifact.

This will be sent to the instructor only, please do not send it to the client. 

Students can create this in any format they feel is the most appropriate for their clients (slides, document, etc.) 
· The needs assessment portion will cover: (1) Knowledge Gap, (2) Learners, (3) Evidence, (4) Recommendations, and (5) Evaluative of assessment 

	Learning needs assessment template to help inspire. Depending on the scope and complexity of the project, each section may require more detailed information and analysis.

1. Knowledge Gap

Current Situation: Briefly describe the target group or organization's current knowledge, skills, or competencies.
Knowledge Gap: Identify the specific gaps or deficiencies in knowledge, skills, or competencies this project or artifact aims to address (i.e., need for more understanding of a particular topic, insufficient skills in a specific area, or updated information due to change management).
Learning Goals: List the specific learning goals this artifact (or project) aims to achieve. These should be measurable and directly related to filling the identified knowledge gap.

2. Learners

Learner Description: Describe the target audience for this project or artifact. Include relevant characteristics such as their current level of knowledge, learning preferences, roles, and responsibilities.
Learner Needs: Outline any specific needs or considerations that should be considered when designing the learning experience for this group.

3. Evidence

Gap Identification Methods: Explain how the knowledge gap was identified. This could include surveys, interviews, performance data analysis, observations, or other methods.
Solution Justification: Provide evidence or rationale for why the proposed project/artifact can effectively address the identified gap. The evidence could be based on research, best practices, previous successes, or theoretical frameworks.

4. Recommendations

Proposed Solution: Describe the suggested way to solve the knowledge gap. Include specific details about the content, format, and delivery method of the learning experience.
Tools and Resources: Identify any tools, technologies, or resources used to develop and implement the project or artifact.
Integration: Explain how the proposed solution will be integrated into the learners' current process or learning environment. Consider any necessary changes or adaptations to existing systems.

5. Evaluation of Assessment
Evaluative Criteria: Outline the criteria that will be used to evaluate the success of the project/artifact (i.e., learner performance tasks, quiz scores, completion rates, feedback surveys, or other measurable outcomes.)
Assessment Methods: Describe the method(s) used to assess whether the learning goals have been achieved and the knowledge gap has been reached (i.e., pre- and post-assessment comparisons, ongoing monitoring, or other evaluation techniques.)



	Rubric for Assignment 2: Needs Assessment - Group (30%)

	[bookmark: _heading=h.1pxezwc]Criteria
	[bookmark: _heading=h.49x2ik5]Excellent
	[bookmark: _heading=h.2p2csry]Good 
	[bookmark: _heading=h.147n2zr]Adequate
	[bookmark: _heading=h.3o7alnk]Insufficient

	Knowledge Gap Analysis
	Provides an insightful analysis of the current situation, clearly identifies specific knowledge gaps, and sets measurable learning goals directly addressing these gaps.
	Describes the current situation and identifies knowledge gaps with considerable clarity, but learning goals are not entirely measurable or directly tied to these gaps.
	Describes some knowledge gaps with some clarity, but learning goals are directly tied to these gaps.
	Provides a basic or vague description of the current situation and knowledge gaps. Learning goals are unclear, not measurable, or not related to the identified gaps.

	Learner Analysis	
	Offers a detailed description of the target audience, including knowledge levels, learning preferences, roles, and responsibilities. Clearly outlines specific needs or considerations for designing the learning experience.
	Provides a description of the target audience and with several relevant characteristics. Some learner needs and considerations could use more detail.
	Provides a general description of the target audience and some relevant characteristics. Some learner needs and considerations are mentioned but lack detail.
	Provides minimal or generic description of the target audience with little to no discussion of their specific needs or considerations.

	Evidence and Justification
	Thoroughly explains the methods used to identify the knowledge gap and provides strong evidence or rationale for the proposed solution, drawing from research, best practices, or theoretical frameworks.
	Describes the gap identification methods and provides justification for the proposed solution.  
	Provides some information about gap identification methods but the evidence or rationale is not fully convincing or detailed.
	Offers minimal explanation of gap identification methods and provides weak or no justification for the proposed solution.

	Recommendations
	Presents a clear, detailed proposed solution with specific content, format, and delivery method. Identifies relevant tools, technologies, or resources and explains how the solution integrates into the learners' environment.
	Presents a clear, proposed solution with specific content, format, and delivery method. Identifies considerable tools, technologies, or resources and provides some detail on how how the solution integrates into the learners' environment.
	Suggests a solution with general content, format, and delivery method. Identifies some tools, technologies, or resources, but integration into the learners' environment is not fully detailed.
	Provides a vague or incomplete proposed solution. Lacks detail on tools, technologies, or resources and integration into the learners' environment.

	Evaluation of Assessment
	Outlines comprehensive evaluative criteria and assessment methods to measure the success of the project/artifact in achieving learning goals and addressing the knowledge gap
	Provides some evaluative criteria and assessment methods, but these may not fully measure the project/artifact's success in achieving learning goals or addressing the knowledge gap.
	Provides a general description of the evaluation of assessment some  but lacks some detail.
	Provides minimal or unclear evaluative criteria and assessment methods, offering little insight into how the project/artifact's success will be measured.

	Communication 
	The document is professionally formatted and presented, with clear, concise, and organized content that follows a logical structure. Professional tone throughout.
The document is free from grammar and spelling errors, demonstrating careful proofreading.
	The document shows a considerable professional presentation, but with a few errors that distract from the overall package.  
	The tone is mostly professional.

The document shows an attempt at professional presentation, but may lack consistency in formatting, clarity, or organization. 
	The document lacks professional formatting and presentation, with poor organization or structure. The tone may not be consistently professional.
The document contains multiple grammar and spelling errors, significantly distracting from the content.



[bookmark: _heading=h.23ckvvd]Part 3:  Pitching the project (Group 15% & Individual 15%)
Group and Individual Portions Due Week 7
Now that the group has identified the client, has met with the client and has had a chance to work through a needs assessment, you have the opportunity to develop an implementation plan together. Individually, you will create a video pitch (think of it as an elevator pitch to quickly showcase why your group is the best group to develop the learning artifact.

Reflection of how the pitch meets the needs of the clients (think Learning needs assessment)
[bookmark: _heading=h.ihv636]Implementation Plan (LO1, LO 4 & LO5)
Group - Due: Week 7 - 15%
(This will be just for the instructor, will not go to the client)
Develop an implementation Plan for the project will be created as a group and submitted on Canvas to your course Instructor. This plan will focus on what the next steps will be:
· Identify key roles each member of your group will play in the project 
· Identify the project management tool you will use to manage the project and why it was chosen.
· Outline the project timeline relevant to the client (for example client check-ins, working milestones, approvals, deadlines etc)
· Develop a budget for the project that accurately reflects human and other resources needed for the project.


	Rubric for Assignment 3A: Implementation Plan
Group (15%)

	Criteria
	Excellent
	Good 
	Adequate
	Insufficient

	Roles and Responsibilities
	Clearly identifies and justifies key roles for each group member, demonstrating a strategic allocation of tasks that leverages individual strengths and skills.
	Identifies roles for group members with considerable justification of individual strengths. Some roles may be somewhat general.
	Identifies roles for group members but with limited justification or consideration of individual strengths. Some roles may not be clearly defined.
	Fails to adequately identify or justify roles for group members, with roles poorly defined or allocated without consideration of individual strengths.

	Project Management Tools
	Selection of project management tools is well-justified with a clear explanation of how these tools will support project efficiency and communication. Considers alternatives and explains the choice.
	Project management tools are identified,with some  justification. Considerable explanation of how the tools will support the project.
	Project management tools are identified, but justification is weak or lacks detail. Limited explanation of how the tools will support the project.
	Minimal or no justification for the choice of project management tools. Fails to explain how the tools will support the project.

	Project Timeline
	Provides a detailed, realistic timeline with clear milestones, client check-ins, and deadlines. Demonstrates thoughtful planning and consideration of project scope and client needs.
	Timeline is provided with considerable detail or realism. Some milestones, client check-ins, or deadlines could be clearer.
	Timeline is provided but may lack detail or realism. Some milestones, client check-ins, or deadlines are unclear or poorly planned.
	Timeline is vague, unrealistic, or missing critical elements. Shows poor understanding of project scope and client needs.

	Budget
	Develops a comprehensive and realistic budget that accurately reflects human and other resources needed. Includes justification for budget items and considers cost efficiency.
	Budget is outlined with considerable detail.
	Budget is outlined but lacks detail or realism. Some budget items are unjustified or the budget does not fully account for necessary resources.
	Budget is incomplete, unrealistic, or lacks justification for items. Shows poor planning or understanding of resource needs.

	Communication 
	The document is professionally formatted and presented, with clear, concise, and organized content that follows a logical structure. Professional tone throughout.
The document is free from grammar and spelling errors, demonstrating careful proofreading.
	The document shows a considerable professional presentation, but with a few errors  that distract from the overall package.  
	The tone is mostly professional.

The document shows an attempt at professional presentation, but may lack consistency in formatting, clarity, or organization. 
	The document lacks professional formatting and presentation, with poor organization or structure. The tone may not be consistently professional.
The document contains multiple grammar and spelling errors, significantly distracting from the content.





[bookmark: _heading=h.32hioqz]Video Proposal (LO2, LO3, LO5) - (15%)
Individual - Due:  Week 7
For this part of the assignments, students will work independently and leverage the needs assessment they created in Part 2 and parts of the Implementation Plan in Part 3. Students will develop and submit an engaging “elevator pitch” video (MP4, WAV) that showcases their group and how they will deliver the project. The video should not be longer than 2 minutes long. 

Send this to the instructor and wait for instructor feedback before sending it to the client. 

In the video students will:
· Professionally identify the group, the project, its needs, the recommendations for the eLearning development, rationale for the idea and why it’s good as well as the projected outcome/success. 
· Post your video in the discussion board area on Canvas and tag your group members so they can watch your video and you can collectively decide which to send to your client.

Note: Each Group member will post their videos to the Canvas Discussion by 11:59 p.m. eastern time on the day of Week 7 Class. The Group has two days to select which will be used to send to the client. Reflection of how the pitch meets the needs of the clients (think Learning needs assessment)


	Rubric for Assignment 3B: Video Proposal
Individual (15%)

	Criteria
	Excellent
	Good 
	Adequate
	Insufficient

	Alignment with Client's Needs
	Demonstrates a deep understanding of the client's needs based on the needs assessment and shows how the pitch aligns with these needs. The proposal is highly relevant and tailored to the client.
	Demonstrates a good understanding of the client's needs aligning the pitch with these needs. 
	Shows some understanding of the client's needs, but the alignment with these needs and the relevance of the proposal could be clearer or more compelling.
	Fails to demonstrate an understanding of the client's needs or to align the proposal with these needs, lacking relevance.

	Content and Clarity
	The video clearly and concisely identifies the group, project, its needs, and the recommendations for eLearning development. The rationale for the idea and its projected outcomes/success are articulated effectively.
	The video clearly identifies the group, project, its needs, and the recommendations for eLearning development. 
	The video identifies the group and project, but the explanation of needs, recommendations, rationale, or projected outcomes may lack clarity or detail.
	The video does not clearly identify the group or project, and explanations of needs, recommendations, rationale, or projected outcomes are vague or missing.

	Professional Presentation
	The video is professionally presented with a clear, confident delivery. Visuals and audio quality enhance the pitch, and the presentation is within the 2-minute time limit. Any textual elements in the video are free from grammar and spelling errors
	The video is clearly presented. Visuals and audio quality enhance the pitch, Very few errors in textual elements in the video. 
	The video is mostly professional but may have minor issues with delivery, visuals, audio quality, or slightly exceeds the 2-minute time limit.

Few grammar and spelling errors in textual elements that slightly distract from the video's content.
	The video lacks professionalism, with significant issues in delivery, visuals, audio quality, or exceeds the 2-minute time limit significantly.

Multiple grammar and spelling errors in textual elements, significantly distracting from the video's content.

	Engagement and Persuasiveness
	The pitch is engaging and persuasive, making a compelling case for why the group is the best choice for developing the learning artifact. The viewer is left with a strong impression.
	The pitch is engaging. The viewer is left with a strong impression.
	The pitch is somewhat engaging but may lack persuasiveness, making a case for the group's suitability but not compellingly. The viewer is left with an unclear impression.
	The pitch is unengaging and not persuasive, failing to make a case for the group's suitability. The viewer is left with a negative or indifferent impression.




[bookmark: _heading=h.1hmsyys]Part 4: eLearning resource development (LO3, LO4) - (35%)
Group (2-3) - Due: Week 11
In this portion of the assignment, students will create the eLearning artifact that was pitched in Part 3. Students will submit to their client and to Canvas: 
· a functioning eLearning resource that is inclusive and in the file format required by the client. 
· a drafted email they will use when they send the artifact to their client. 
Send this to the instructor and wait for instructor feedback before sending it to the client. 

	Rubric for Assignment 4: eLearning resource development
Individual (15%)

	Criteria
	Excellent
	Good 
	Adequate
	Insufficient

	Functionality of eLearning Resource
	The eLearning resource is fully functional, meets all the technical requirements specified by the client, and seamlessly integrates with the client's systems or platforms.
	The eLearning resource is mostly functional but may have minor issues that do not significantly impact its use or integration with the client's systems.
	The eLearning resource is functions but does not include all technical requirements. 
	The eLearning resource has significant functionality issues, does not meet the technical requirements, or fails to integrate properly with the client's systems.

	Inclusiveness and Accessibility
	The eLearning resource demonstrates exceptional inclusiveness, ensuring accessibility for a diverse range of learners, including those with disabilities. All content is easily navigable and understandable.
	The eLearning resource demonstrates good inclusiveness, ensuring accessibility for a diverse range of learners, including those with disabilities. 
	The eLearning resource is somewhat inclusive and accessible, but there are areas where accessibility could be improved for a better learner experience.
	The eLearning resource lacks inclusiveness and accessibility, making it difficult for learners with disabilities or diverse backgrounds to navigate and understand the content.

	Grammar and Spelling
	The eLearning resource (if applicable) and the drafted email are free from grammar and spelling errors, demonstrating careful proofreading.
	The eLearning resource (if applicable) has few errors in communication 
	Few grammar and spelling errors are present in the eLearning resource (if applicable) and the drafted email, slightly distracting from the content.
	Multiple grammar and spelling errors are present in the eLearning resource (if applicable) and the drafted email, significantly distracting from the content.

	Professionalism of Communication
	The drafted email to the client is highly professional, clearly and concisely explaining the eLearning resource and its benefits. The tone is appropriate, and the email includes all necessary information for the client.
	The drafted email is mostly professional but occasionally looses clarity.  The tone is generally appropriate. 
	The drafted email is mostly professional but may lack clarity or conciseness. The tone is generally appropriate, but the email might omit some information the client needs.
	The drafted email lacks professionalism, is unclear or verbose, and uses an inappropriate tone. It fails to adequately explain the eLearning resource or misses critical information for the client.




[bookmark: _heading=h.41mghml]Part 5: Self reflection - (15%)
Individual - Due: Week 12
In this portion of the assignment students will reflect on parts 1-4. In this assignment students will submit a 1-2 page document that will reflect on:
· Concisely write what went well, what didn't, what would you change
· Reflect how client’s feedback was taken into into account in the the different parts of the assignments (provide examples of the Feedback ie. screenshots)
· How did you contribute to the assignment (use screenshots of project management tool)
Note: Students should provide examples of the feedback (i.e. screenshots) in an appendix section.


	Rubric for Assignment 5: Self reflection
Individual  (15%)

	Criteria
	Proficient - 3 pts
	Emerging - 2 pts
	Beginning - 1 pts

	Quality of Reflection
	Provides a comprehensive and insightful reflection on what went well, what didn't, and potential changes. The reflection demonstrates deep self-awareness and understanding of the project's process and outcomes.
	Reflection covers what went well and what didn’t, with some consideration of potential changes, but lacks depth or insight into the project's process and outcomes.
	Reflection is superficial, with minimal detail on what went well or didn’t, and lacks meaningful consideration of potential changes or understanding of the project's process.

	Incorporation of Client Feedback
	Clearly articulates how client feedback was incorporated into the project across different parts, providing detailed examples (e.g., screenshots) in the appendix. Demonstrates a thoughtful and responsive approach to client input.
	Somewhat articulates how client feedback was incorporated, providing some examples but lacking detail or clarity on the impact of feedback on the project.
	Fails to clearly articulate how client feedback was incorporated, with minimal or no examples provided, or fails to demonstrate a responsive approach to client input.

	Individual Contribution
	Provides detailed evidence of personal contribution to the assignment, including specific examples/screenshots from project management tools. Reflects on the role and impact on the project's success.
	Provides some evidence of personal contribution, but with limited detail or reflection on the role and impact on the project. Examples/screenshots may lack clarity.
	Provides minimal or no evidence of personal contribution, with no meaningful reflection on the role or impact. Lacks examples/screenshots.

	Grammar and Spelling
	The document is free from grammar and spelling errors, demonstrating careful proofreading.
	Few grammar and spelling errors are present, slightly distracting from the content.
	Multiple grammar and spelling errors are present, significantly distracting from the content.

	APA Formatting
	The document follows APA formatting accurately, including citations, references, and appendix for screenshots. Demonstrates a high level of adherence to academic standards.
	The document attempts to follow APA formatting but contains some inaccuracies in citations, references, or appendix formatting.
	The document fails to follow APA formatting, with significant inaccuracies or omissions in citations, references, or appendix formatting.



Working with Clients and Partners				 				
