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April 15, 2008

Checklist for Development Assistant (DA)

Course: _______________________ Semester: __________________ 

I. Course Homepage

	To Do
	When to Do
	Due Date
	Done

	1. Contact the instructor and the TA regarding any changes and updates for the course content, materials, syllabus, the master schedule, and the curriculum map.
	ASAP

Constantly
	
	

	2. Prepare E-reserve for reading materials. 

(1) Gather reading materials from the instructor/TA

(2) Bring the materials to the Undergraduate Library to ask E-reserve for the course. 

(3) For Term 2 and Term 3, notify library of extended dates. 
	This needs to be done by two weeks before the first class.
	
	

	3. Make changes in the course web contents. 

(1) Syllabus

(2) Week1 through 10

(3) Welcome Video of the instructor/TA

(4) Files linked from the course web contents but located in a web server

a. Master Schedule

b. Curriculum Map

c. Etc.
	
	
	

	4. Develop/revise lecture files as needed.

(1) Adobe Presenter files (refer the tutorial)

(2) PPT files

(3) MP3 files 

(4) Transcription (Ask Rod/Jeanne)
	
	
	

	5. Check any broken links 
	
	
	

	6. Add students to the course web and course Moodle. 
	The day two weeks before the fist class
	
	


II. Elluminate

	To Do
	When to do
	Due Date
	Done

	1. Check the AO roster for the number of students who registered for the course
	Before posting the request form on Moodle. 

&

One or two weeks after the class starts
	
	

	2. Prepare a User Request document and post it on the AO support forum on Moodle. You can download the form from the staff portal. 
	Two or three weeks before the class starts
	
	

	3. Check if all students, the instructor, and TA/DA are added to the Elluminate session by logging in with their ID/PW. (c.f. Their IDs are “ID-UIUC”. PWs are the same as just IDs.)
	Before the first class 
	
	


III. Moodle

	To Do
	When to Do
	Due Date
	Done

	1. Create Forums

(1) Course Announcement (Subscribe everyone)

(2) Course Q&A (Subscribe the instructor and the TA)

(3) Technology Issues (Subscribe the DA)

(4) Café
	This needs to be done by two weeks before the first class
	
	

	2. Create Forums for course activities 
	
	
	

	3. Create Assignments
	
	
	

	4. Add/check students’ bio/photo
	
	
	

	5. Set grading

(1) Set preference

(2) Set categories

(3) Set weights

(4) Set grade letters
	
	
	

	6. Add students/the instructor/TA 
   (Go to Assign Roles)
	two weeks before the first class
	
	


IV. During the course

	To Do
	When to Do
	Due Date
	Done

	1. Check students’ attendance in synchronous sessions
	Every week
	
	

	2. Contact those who do not participate (they might drop the course). Share the information with the instructor/TA. 
	One or two weeks later
	
	

	3. Remove students who dropped the course with a confirmation from the course web, Elluminate, and Moodle
	
	
	

	4. Remind the instructor to send students ICES online during class.
	One or two weeks before the last session
	
	


V. After the semester ends

	To Do
	When to Do
	Due Date
	Done

	1. Remove the students from the course web
	
	
	

	2. Remind the instructor to return a microphone if he/she borrowed one from the office.
	
	
	


