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SELF-ASSESSMENTS SHOULD BE LOW-STAKES TO ENCOURAGE RESPONSE

Transferring your in-class professional development online is a big change!  Before you start, find out what 
you and others in your situation think of online learning by taking this short self-assessment.  “Such 
self-assessments should be low-stakes and anonymous to encourage candid responses” (Gee, 2012).

Step 1: Checkpoint

https://acrobat.adobe.com/ca/en/acrobat/pdf-reader.html
http://royalroads.ca
https://youtu.be/Jk-JwtScIlw
https://www.surveymonkey.com/r/NFLM62L


Keep It Simple Kooy and Chiu (1998) use simple 
language that makes sense to the students, help-
ing them understand challenging material. The 
writing of the OPD course instructions should be 
simple and easily comprehended terms should 
be used. 

Descriptive Instructions  Face-to-face teaching 
has more teacher-directed support (81%) com-
pared to an online course (Sullivan and Pratt, 
1996). 

Therefore, it is essential for all the course 
instructions to be explained in detail.  For example, 
you should write paragraphs versus bulletins while 
giving instructions. 

Collaborative Activities As stated by Seay 
(2006), adult online education can be more suc-
cessful when virtual study groups or discussion 
forums are provided in the classes. When adults 
are given virtual group activities with others in their 
class, they can overcome challenges such as a 
lack of confidence and knowledge of technology.

Open Communication Peer interactions through 
activities in a course are a powerful part of learn-
ing (Storch, 2001).  The learners should have the 
opportunity to communicate with their cohort and 
the educator for the duration of the online course 
to be able to learn from their peers and ask ques-
tions. 

Feedback The OPD should be designed in a way 
that enables the educators to provide timely 
feedback on all assessments.

»  BEST PRACTICES

Now that you have explored concepts of online learning, the following design principles 

can ensure the adequacy of any online professional development (OPD) design.

Step 2:
Sound Principles of 
Instructional Design

What kinds of activities & learning experiences do I think will be 
most engaging? Why?

Do I know how the company plans to make these changes?

How will I be involved in this process?

What kinds of activities and learning experiences do I think will be 
most engaging? Why?

What kind of content would I like to learn more about?

How will this help me to do my job better?

What about this new method may prove difficult for me?

How do I hope the organization will help me to overcome these 
difficulties?

What does success look like to me with this new type of learning 
opportunity?

Step 3:
Alignment with Vision
Questions to consider as you determine your outcome



» EDUCATE STAKEHOLDERS TO IMPROVE DECISION-MAKING

At this stage, it may be advantageous for the 
company to make sure that its employees 
are aware of what, when, why, and how these 
changes are being made, and how individuals 
are part of the process.

It is true that “when everyone understands the 
goal, it’s much easier to keep them all on the right 
path” (Watt, 2008, p.13).

Needs of users/employees/stakeholders are para-
mount at this stage, and “understanding and 
addressing the needs of everyone affected by the 
project means the end result of your project is far 
more likely to satisfy your stakeholders” 
(Watt, 2008, p.13).
 
General design principles are outlined above, but 
as an organization, you may want to consider 

detailing your own design principles.  Please refer 
to the following links for more on design principles.  

• Design Principles FTW
 
• O’Reilly

STEP 4: STAKEHOLDER ENGAGEMENT
»  WHEN EVERYONE UNDERSTANDS THE GOAL, IT’S MUCH EASIER TO KEEP THEM ALL ON THE RIGHT PATH

»   Equitable

»   Risk Reputation

»   Pooling of Resources

»   Enabling Understanding

»   Learning

»   Informing

»   Educating

»   Building Trust

Stakeholder 
Consultation
Stakeholder consultation is an important step 
to ensure a successful transition 
(Mahadkar, 2012).

Effective and strategically aligned stakeholder 
engagement can: 

1. Lead to more equitable and sustainable social 
development by giving everyone the opportunity to 
be considered in decision-making processes.

2. Enable better management of risk and 
reputation.

3. Allow for the pooling of resources to solve 
problems and reach objectives.

4. Enable understanding of the complex project 
environment, including recent developments and 
new strategic opportunities.

5. Enable learning from stakeholders, resulting in 
product and process improvements.
 
6. Inform, educate, and influence stakeholders to 
improve their decision-making and actions that 
impact on the company and on society.

7. Build trust between a company and its stake-
holders.

Source: United Nations Handbook on Stakeholder 
Engagement

www.designprinciplesftw.com/what-are-design-principles
www.oreilly.com/learning/gds-design-principles-new
http://www.unep.fr/shared/publications/pdf/WEBx0115xPA-SEhandbookEn.pdf
http://www.unep.fr/shared/publications/pdf/WEBx0115xPA-SEhandbookEn.pdf
http://www.unep.fr/shared/publications/pdf/WEBx0115xPA-SEhandbookEn.pdf
http://www.unep.fr/shared/publications/pdf/WEBx0115xPA-SEhandbookEn.pdf
http://www.unep.fr/shared/publications/pdf/WEBx0115xPA-SEhandbookEn.pdf


»  STAKEHOLDER ENGAGEMENT

1. Which stakeholders will be affected when elements of your professional development
transition to an online platform?  Consider all users / stakeholders including before, during, and 
after the transition. 
2. Which stakeholders will be required for ongoing support and success?
3. What role will these stakeholders have as you upgrade your professional 
development to an online platform?

Step 4:
Brainstorming

The design thinking process will help you satisfy 
the needs of all your stakeholders by involving 
them in your design process (Crichton & Carter, 
2017).

»  WHAT IS DESIGN THINKING?
Watch this video to understand how you can use 
knowledge of your users to create 
successful solutions with design thinking.

To understand the design thinking process quickly 
and how you can involve stakeholders in 
creating ideas, look at Stanford University Institute 
of Design’s Crash Course.

»   DESIGN THINKING FOR EDUCATORS
Now that you understand how design thinking 
works, here are some methods for engaging your 
stakeholders and understanding their needs:
Design Thinking For Educators Toolkit (pages 
29-37)

d.school Bootcamp Bootleg (pages 6-44)

For a more in-depth look at how design thinking 
can be used by educators read more in the Design 
Thinking For Educators Toolkit or sign up for a free 
course on edX, Design Thinking for Leading and 
Learning, that specifically looks at how educators 
at MIT use design thinking and how it can be used 
to solve problems in 
education (edX, 2017).

Step 5:
Design Thinking
Now that you have identified who will be affected by transferring professional 
development to an online platform, you can leverage this to ensure success by 
using a process called design thinking.  

Stakeholders:             Potential Role(s):

Add to Padlet after brainstorm

https://youtu.be/a7sEoEvT8l8
https://dschool.stanford.edu/resources-collections/a-virtual-crash-course-in-design-thinking
https://dschool.stanford.edu/resources-collections/a-virtual-crash-course-in-design-thinking
https://designthinkingforeducators.com/toolkit/
https://static1.squarespace.com/static/57c6b79629687fde090a0fdd/t/58890239db29d6cc6c3338f7/1485374014340/METHODCARDS-v3-slim.pdf
https://designthinkingforeducators.com/toolkit/
https://designthinkingforeducators.com/toolkit/
https://www.edx.org/course/design-thinking-for-leading-and-learning
https://www.edx.org/course/design-thinking-for-leading-and-learning
https://padlet.com/DuggSteary/RRUPDToolKit


» PROJECT PLANNING IS AN IMPORTANT STEP NOT TO SKIP

Now that you have developed ideas for your 
OPD, it is time to plan how you will implement 
your ideas.
 
Start here with this video.

As shown in the video, effective project 

management will help you realize your vision, 
resolve problems, and manage time, cost, 
resource, scope, and quality constraints (PMBOK 
Guide, 2017). 
 
This video explores briefly the project manager 
who leads the team to meet the project 

objectives (PMBOK Guide, 2017).

Before moving on, you will need to decide if you 
will be the project manager, or if you will hire a 
project manager. This infographic shows some 
of the specific skills and knowledge a dedicated 
project manager can bring.  

STEP 6: PROJECT PLANNING
»  IT’S TIME TO PLAN HOW YOU WILL IMPLEMENT YOUR IDEA!

The Plan
A project plan is the next important step.

Recognized as a critical success factor, 
creating a project plan “to prepare the structure 
for project execution and control” (Zwikael, 
2009) is the next important step.
  
The project plan will help prepare you for the kick-
off meeting to ensure all stakeholders share the 

same vision for the project and begin to develop 
teamwork (Watt, 2017).  This infographic displays 
some of the steps to take to prepare for a kickoff 
meeting.  
Some of these steps are things you have already 
thought about. In fact, you may have already 
started creating a project plan using the appendix 
in Design Thinking For Educators Toolkit.  Now you 
can formalize this in more detail.   

This e-learning Methodology Toolkit contains more 
detailed templates that you can fill out as you 
develop your project plan.  

Another decision you will need to make is what 
project management methodology will work best 
for your project.  If you are unsure, use the 
LucidChart flowchart and this article to help you 
decide.

Would you like to learn more about project 

management?  Visit our lessons learned site to 
hear about things that helped your peers succeed 
and challenges they faced!  EdX offers several free 
courses on project management that could help 
get you started, such as Evidence Based Project 
Management.  

If you are looking for a good reference, this Project 
Management Book contains more in depth 
information.  

https://youtu.be/Jk-JwtScIlw
https://youtu.be/dUhJuB69ZBo?t=1m35s
http://i.pinimg.com/736x/19/bd/00/19bd00e99b8d86386e09b833c5c2b67f.jpg
https://www.wrike.com/blog/project-kickoff-checklist-infographic/?utm_source=socials&utm_medium=pinterest&utm_campaign=blogposts
https://designthinkingforeducators.com/toolkit/
https://ebites.files.wordpress.com/2009/09/elearning-methodology-toolkit.pdf
https://www.lucidchart.com/blog/what-is-six-sigma-project-management-methodology
https://www.wrike.com/project-management-guide/methodologies/
https://flipgrid.com/85d020
https://www.edx.org/course/evidence-based-project-management-anux-ebm07x
https://www.edx.org/course/evidence-based-project-management-anux-ebm07x
https://opentextbc.ca/projectmanagement/
https://opentextbc.ca/projectmanagement/


STEP 7:
COMMUNICATION 
PLAN
A clear communication plan needs to be 
implemented to allow for consistent, 
direct communication with all stakeholders. 

Employees need to be given ample opportunity to 
express concerns and provide feedback as they 
work through this new change.  Change efficacy “is 
higher when people share a sense of confidence 
that collectively they can implement a complex 
organizational change” (Weiner, 2009, p.2).
 
Roles and responsibilities for communication need 
to be identified early in the process, and the use of 
both synchronous and asynchronous communica-
tion can promote continual reflection that can aid in 
building relevant and engaging new PD methods. 

Synchronous Methods
• Live meetings 

• Conference Calls – video or audio using 
technology or other methods 

• IM (instant messaging) – apps such as Slack are 
quite useful
 
Asynchronous Methods
• Email
• Project blogs
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Once your course is ready to run, congratulations!  You are ready to run a pilot course.  After your 
pilot course, visit our lessons learned site and share your successes and challenges with your peers! 

CONGRATULATIONS!
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