
 

Ready-Set-Go Checklist    
A Facilitator’s Tool for Digital Badge Awards 

Sharing Practice 
21st-Century Skills The ‘National Professional 

Development   Framework’ and opencourses.ie 

offer supports for teachers integrating the         

development of essential 21st-century skills into 

classroom practice. 

Whether it be learning about how to manage their 

own professional development, by taking a 

course to develop their digital capacity or gaining 

understanding of universal design learning, open 

courses directly rely on the time volunteer        

facilitators can bring to bear leading out on each 

digital badge awards iteration.  

 

Overcoming ‘Time Poverty’ 

In any higher education role there will be times 

when we find ourselves ‘time poor’. That’s why, 

practicable  advice to quickly and easily  integrate 

the uptake and sharing of teaching best practice 

is always welcome. 

“High quality CPD works, and having proactive 
resource development by committed educators 
such as Michelle and Edel ensures that Open 
Courses continues to thrive in upskilling, advancing 
participants’ career pathways, improving student 
learning outcomes, and revitalising participants’ 
enthusiasm for teaching and learning. 

The Facilitator checklist they have compiled from 
their own experience in delivering Open Courses is 
the best type of resource - teacher created material 
that is both experiential and imaginative - The 
National Forum appreciates that no-one knows 
what teachers need more than other teachers! And 
as time-poor educators can benefit from succinct, 
practical, and collaboratively designed resources 
like this checklist which have been peer reviewed 
and reflected upon, I highly recommend that you 
make use of it as part of your essential planning for 
delivery of your next Open Course.” 

Roisin Donnelly, Former PD/Open Courses Sectoral 

Project Manager, April 2022. 

  Ready-Set-Go Checklist 
 

 Do you have a start date?   

 Is the National Forum’s sign-up 

page active / accurate?  

 Do you know how many             

facilitators you have?   

 Have you allocated facilitator 

workload based on existing      

expertise as well as PD growth 

areas? 

 Have you worked out how many 

cohort contact hours?     

 Will you use National Forum’s 

Moodle platform (or request to 

import the Moodle shell to deliver 

at your own HEI)? 

 Have you decided what meeting 

platform you will use, if online 

(e.g., Zoom, Webex)? 

 Will you need to upskill on using 

this platform? 

 Will you plan any pre-course      

marketing activity?  

 Have you familiarised yourselves 

with the course content? 

 Have you considered GDPR for 

your chosen delivery mode? 

 

Please turn over to continue... 

Pre-Course Activities 

https://hub.teachingandlearning.ie/resource/national-professional-development-framework-for-all-staff-who-teach-in-higher-education/
https://hub.teachingandlearning.ie/resource/national-professional-development-framework-for-all-staff-who-teach-in-higher-education/
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  Ready-Set-Go Checklist continued... 
 

Edel Gallagher,  

Senior Learning Developer (DCU) 

 

Dr Michelle Cowley-Cunningham,  

Research Psychologist (DkIT) 

 

Facilitator Ambassadors 2021 

National Forum for the Enhancement of 

Teaching & Learning in Higher Education 

 

 Have you received a participant list 

from National Forum? 

 Is your Email Offer ready to forward 

to participants? 

 Have you forwarded a participant 

confirmation list (e.g., in Excel) to 

the National Forum? 

 Have you completed the pre-course 

evaluation? 

 

 Have you assigned roles to            

facilitators throughout or weekly? 

 Have you guest speakers (at least 

two), and are they confirmed? 

 Have you set ground rules with     

participants? 

 Does your course avail of Triad      

Forums?  

 If so, have you created Triads? 

 Does your course plan to use            

e-portfolios?  

 If so, have you researched pros and 

cons of recommended                        

e-portfolio tools? 

 Have you agreed on who will curate 

the PowerPoint slides each week? 

 

 

During-Course Activities 

 Have you agreed on who will present 

content and upload to Moodle each 

week? 

 We recommend a practice hour 

online each week. Have you a weekly 

practice slot? 

 Have you agreed on who will be        

responsible for video and uploads? 

 Have you planned who will respond 

to queries from participants?  

 

 

 Have you familiarised yourselves 

with Open Badge Factory? 

 Are you ready for participant queries 

on claiming their badges? 

 Have you completed the post-course 

evaluation? 

 

Please turn over for notes page... 

Post-Course Activities 
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  Notes page... 
 


