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	WS-V.1.F
	CAP Checklist – Instructional Media (PPTs)

	Course
	

	School
	
	Date
	

	Evaluator
	

	Criteria
	Meets Standard
	Needs Improvement
	Missing
	Not Applicable
	Notes

	For Developer:

	1. Media (and images) used relates to the content.
	
	
	
	
	

	2. Images are high fidelity, and not clip-art quality?
	
	
	
	
	

	3. Slide refrains from clutter/image overload.
	
	
	
	
	

	4. Colors contrast well.
	
	
	
	
	

	5. Appropriate level of vocabulary is used.
	
	
	
	
	

	6. Text is easy to read.
	
	
	
	
	

	7. Media has been checked for spelling and grammar.
	
	
	
	
	

	8. Terms in the media match terms in the student materials/instructor guide.
	
	
	
	
	

	9. Text style consistent (headings, text, etc.).  (Slide Master)
	
	
	
	
	

	10. Format/layout consistent (spacing).  
	
	
	
	
	

	11. Ample white space (margins).
	
	
	
	
	

	12. Font size large enough to be seen by all (at least 24 point for projected media).
	
	
	
	
	

	13. Information bulleted using key words and phrases.
	
	
	
	
	

	14. Media enhances the information in the student materials/instructor guide.  
	
	
	
	
	

	15. Media (and images) used relates to the content.

	
	
	
	
	

	16. 6x6 rule: No more than six words a line and six lines per visual used.
	
	
	
	
	

	17. Layout consistent throughout the presentation.  (Slide Master)
	
	
	
	
	

	18.  Sounds/Animation within presentation (not distracting, and are appropriate).
	
	
	
	
	

	19.  Supplemental “talk about” information for instructor is included in the Notes page for the appropriate slide.
	
	
	
	
	

	For Reviewer/Approver:

	20. Upon approval, Master-copy of PowerPoint presentation is “locked” with a password.

· Enter a password to modify (not one to open, anyone should be able to open but it prevents schools from making modifications to PP).  Entering one to modify allows anyone to open a “read only” version.
	
	
	
	
	

	21. Clear direction is provided to instructor in IG on delivery of media for lesson (IG should not duplicate information on PP or in notes pages)
	
	
	
	
	

	22. PowerPoint is printed with Notes page option, to show supplemental information and “talking points” for instructor.
	
	
	
	
	

	General comments about overall quality/review of Instructional Media.
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