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	WS-V.1.E
	CAP Checklist – Student Materials (SG/Workbook)

	Course
	

	School
	
	Date
	

	Evaluator
	

	Criteria
	Meets Standard
	Needs Improvement
	Missing
	Not Applicable
	Notes

	1. Student materials should replicate the actual work environment as much as possible
	
	
	
	
	

	2. Student Guide is developed to serve one of the following purposes:

a. Full lesson-by-lesson student guide

b. Homework/Workbook supplement

c. Syllabus Guide
	
	
	
	
	

	3. Objectives Block: Lists the terminal performance objective(s) satisfied by the end of that lesson. 
	
	
	
	
	

	4. Performance Test: Directions are provided to the student on how they will be tested on satisfactory completion of the TPO/task; when and how it will be administered and results of unsatisfactory completion may also be detailed, if not within a PT booklet itself.  
	
	
	
	
	

	5. Main ideas are identified by “block labels”
· If block content (text) continues onto next page, the block label is repeated with the word “continued” added in parentheses at the end
	
	
	
	
	

	6. Copyright laws and procedures have been observed?  Acknowledgements made as necessary?
	
	
	
	
	

	7. Commercial off-the-shelf (COTS) products (e.g. textbooks) are purchased to replace or supplement the student materials being developed
	
	
	
	
	

	IF… Full lesson-by-lesson student guide:

	8. Text is not cut-and-paste from existing textbooks/technical manuals, etc.
	
	
	
	
	

	9. SG contains other “content” information that will help bridge the gap in learning from prerequisites to new skills.
	
	
	
	
	

	10. Text:  

· Supports the accomplishment of the Terminal Performance Objectives

· Text is arranged in an order that leads the student systematically and logically to intended conclusion?

· Text is brief and to the point?  Contains current and essential information?
	
	
	
	
	

	11. Long passages are broken up by making lists of the main idea?
	
	
	
	
	

	12. Examples used support text to represent or amplify facts?
	
	
	
	
	

	13. Layout follows lesson-by-lesson, as will be delivered to students, following sequenced instructional objectives (aligns with IG)
	
	
	
	
	

	14. Practice  Exercise (also for Review Activities if lesson is long enough in duration to integrate all practices into a final review activity): 

· Exercises match those in the lesson plan? Level of simulation in each activity or final practice matches the level of simulation on the related PT? 

· Detailed instruction provided to the student on how they are to complete the practice; tools/equipment that should be used, grading associated with it, if they must work independently, is collaboration allowed, etc.
	
	
	
	
	

	15. Student Materials:  Identifies those materials the student must bring to the learning environment.
	
	
	
	
	

	16. Graphics or diagrams are in accordance with good order and discipline, are clear and of good quality, and directly related to the content and task?
	
	
	
	
	

	17. Step action tables are used when practical to explain sequence of events (complete job aids are not embedded in SG, but separate)
	
	
	
	
	

	18. Lesson Summary: Should be a bulleted list or brief summary of the main points the instructor should review with the student (or explain the review activity that will be conducted) before the assessment is conducted. 
	
	
	
	
	

	19. Complex regulations have been translated into easy-to-understand text segments and contain only the information essential to the student?
	
	
	
	
	

	IF… Homework/Workbook supplement:

	20. Supplemental content is limited to information not found in any other student materials
	
	
	
	
	

	21. Developed following sequenced instructional objectives (as delivered in IG).  
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	22. Assignments are detailed and logically follow the lessons they are designed to support (combined so separate handouts are not used).

· Detailed instruction should be provided to the student on how they are to complete the assignment, tools/equipment that should be used, if they must work independently or if collaboration is allowed, etc.
	
	
	
	
	

	23. Practice Exercises logically follow the lessons they are design to support.  

· Exercises match those in the lesson plan? 
· Level of simulation in each activity or final practice matches the level of simulation on the related PT? 

· Detailed instruction provided to the student on how they are to complete the practice; tools/equipment that should be used, grading associated with it, if they must work independently, is collaboration allowed, etc.
	
	
	
	
	

	IF… A Syllabus Guide:

	24. Directs the student to appropriate locations in other media to complete and follow the instruction
	
	
	
	
	

	25. Developed following sequenced instructional objectives (as delivered in IG).  
	
	
	
	
	

	General comments about overall quality/review of Student Materials.
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