Performance Interview Planning Checklist
Blackboard Competencies Checklist
	Create and Manage Course Content 

	Skill
	Yes
	No
	Not Required
	Comments

	Identify compatible (and incompatible) file formats and naming conventions.
	|_|
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|
	

	Understand the requirements of students using either PC or MAC platforms, or mobile devices to access your course and its contents.
	|_|
	|_|
	|_|
	

	[bookmark: _GoBack]Name the types of files that can be viewed with a web browser and those that require plug-ins or additional software.
	|_|
	|_|
	|_|
	

	
	|_|
	|_|
	|_|
	     

	
	
	
	
	

	Manage Files in Content Collection

	Skill
	Yes
	No
	Not Required
	Comments

	Describe how to navigate Content Collection.
	|_|
	|_|
	|_|
	     

	Demonstrate the process of uploading a file from your computer to the Content Collection.
	|_|
	|_|
	|_|
	     

	Upload, download, and delete various types of files.
	|_|
	|_|
	|_|
	     

	Describe how versioning, tracking, and comments work and how you could apply them.
	|_|
	|_|
	|_|
	     

	Describe what overwriting a file does in content collection and how it could be beneficial to you.
	|_|
	|_|
	|_|
	     

	Overwrite a file and view old versions.
	|_|
	|_|
	|_|
	     

	List what information you will find in the 360 view of a file or folder
	|_|
	|_|
	|_|
	     

	Add and remove public permissions from a file in the Student Material folder.
	|_|
	|_|
	|_|
	     

	Access a public course to see what material is available. 
	|_|
	|_|
	|_|
	     

	Describe what each permission enables the user to do.
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
Create and Edit Course Content

	Skill
	Yes
	No
	Not Required
	Comments

	Understand how to change the Edit Mode views.
	|_|
	|_|
	|_|
	     

	Describe when to turn Edit Mode On or Off.
	|_|
	|_|
	|_|
	     

	Describe all of the choices under Build Content.
	|_|
	|_|
	|_|
	     

	Edit using the Text Editor.
	|_|
	|_|
	|_|
	     

	Edit the HTML using the Toggle HTML Source Code function and explain when you would need to use this.
	|_|
	|_|
	|_|
	     

	Reposition items in the Course Menu and the Main Content Area
	|_|
	|_|
	|_|
	     

	Add Adaptive Release criteria for releasing content. 
	|_|
	|_|
	|_|
	     

	Link files and folders from Content Collection into your Course.
	|_|
	|_|
	|_|
	     

	
Technical Considerations

	Skill
	Yes
	No
	Not Required
	Comments

	Understand size restrictions for files and the impact larger files may have on students and the server.
	|_|
	|_|
	|_|
	     

	Be aware of copyright restrictions.
	|_|
	|_|
	|_|
	     

	Provide accessibility for students with disabilities.
	|_|
	|_|
	|_|
	     

	Provide clear directions that will help students navigate through content.
	|_|
	|_|
	|_|
	     

	Provide all instructors a contingency plan.
	|_|
	|_|
	|_|
	     

	Document a contingency plan for pre course work access.
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
Grade Center

	Skill
	Yes
	No
	Not Required
	Comments

	Access the Full Grade Center.
	|_|
	|_|
	|_|
	     

	Describe the benefit of the Needs Grading feature.
	|_|
	|_|
	|_|
	     

	Describe the benefits of allowing students to see their own grade (My Grades).
	|_|
	|_|
	|_|
	     

	Demonstrate how to allow student’s access to My Grades.
	|_|
	|_|
	|_|
	     

	Create a grading rubric and apply it to an assignment.
	|_|
	|_|
	|_|
	     

	Create and manage Grade Center columns.
	|_|
	|_|
	|_|
	     

	Grade different areas of the course, including discussions, assignments, and assessments (Blogs and Wikis will be gradable when the feature is deployed – currently in pilot).
	|_|
	|_|
	|_|
	     

	Create SmartViews in the Grade Center.
	|_|
	|_|
	|_|
	     

	Color Code the Grade Center.
	|_|
	|_|
	|_|
	     

	Download results for an exam and an assignment.
	|_|
	|_|
	|_|
	     

	View attempt statists for an exam.
	|_|
	|_|
	|_|
	     

	Work offline then upload updates back into the Grade Center.
	|_|
	|_|
	|_|
	     

	Recognize the different behaviors when viewing assignment and assessment attempts with different browsers and how to successfully access these attempts.
	|_|
	|_|
	|_|
	     

	
Messages, Mail, and Discussion Tools

	Skill
	Yes
	No
	Not Required
	Comments

	Explain why you should use Atlas, DAU’s primary LMS to email students instead of Blackboard.
	|_|
	|_|
	|_|
	     

	Explain how the Messages tool (not Mail) could be a valuable resource.
	|_|
	|_|
	|_|
	     

	Identify where you can disable the Mail function.
	|_|
	|_|
	|_|
	     

	Demonstrate how to use the Discussion Board tool
	|_|
	|_|
	|_|
	     

	     Post a Discussion
	|_|
	|_|
	|_|
	     

	     Send Attachments
	|_|
	|_|
	|_|
	     

	     Read and Reply to Discussions
	|_|
	|_|
	|_|
	     

	     Work with configuration options
	|_|
	|_|
	|_|
	     

	
Assessments

	Skill
	Yes
	No
	Not Required
	Comments

	Create new assessments with a variety of question types.
	|_|
	|_|
	|_|
	     

	Add images to a test question.
	|_|
	|_|
	|_|
	     

	Demonstration how to randomize questions and answers (and explain when you will not want to randomize answers).
	|_|
	|_|
	|_|
	     

	Explain how to adjust test settings for the optimum assessment environment for the educational purpose.
	|_|
	|_|
	|_|
	     

	Make and exam available and unavailable.
	|_|
	|_|
	|_|
	     

	Explain how the feedback works and what students can see even after the exam is unavailable with feedback on.
	|_|
	|_|
	|_|
	     

	Understand the best practices when creating and deploying exams in the DAU environment.
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
Surveys

	Skill
	Yes
	No
	Not Required
	Comments

	Build a Survey and differentiate them from Tests.
	|_|
	|_|
	|_|
	     

	Explain the value of Surveys within the course.
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
Assignments

	Skill
	Yes
	No
	Not Required
	Comments

	Explain how to create an Assignment and attach a permalink document from Content Collection.
	|_|
	|_|
	|_|
	     

	Edit the settings
	|_|
	|_|
	|_|
	     

	Explain how a group submission will function from a student and instructor perspective.
	|_|
	|_|
	|_|
	     

	Grade an individual assignment.
	|_|
	|_|
	|_|
	     

	Grade a group assignment.
	|_|
	|_|
	|_|
	     

	Explain the difference between and Assignment and an Item.
	|_|
	|_|
	|_|
	     

	Describe how an assignment block is added to the grade center.
	|_|
	|_|
	|_|
	     

	Remove and assignment and its grade center column.
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
	     

	
	|_|
	|_|
	|_|
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