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[bookmark: _GoBack]Guided Evaluation Form for CLP
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Instructions

	How to Access the Knowledge Page 

	This document is intended to guide you through the Knowledge Page: (Insert title here) located in the Common Learning Portal. 

· The Knowledge Page has not been publicly published; it is still in draft mode.
· You have been given special previsions to access the Knowledge Page. 
· Your review dates are: (Insert dates here); the review is due by (Insert due date here)
· Once the due date has expired, your CLP prevision will return to its previous state. 
· Please send your review form to: (Insert email address here. Note: You can also conduct the review using this form as a shared document.)
· To access the Knowledge Park page, click on the title below: 
· (Insert Knowledge Park page title and be sure to link it to the Knowledge Park page using preview mode, not edit mode.)


 



	What You Need to Know About Knowledge Pages

	CLP Knowledge Park pages are learning resources.

Each Knowledge Page will have a: 
Title: (Insert title here)
Overview Section: Will provide an overview of the entire Knowledge Page with a description of what you will learn (learning objective). 
Topic Areas
Each topic will have 1) a unique heading, 2) learning resource information, and 
3) additional resources will be in the format of media, images, and links to other resource topics that support the Knowledge Page. 



	The Big Picture




	We would like to ask that you review all content and media on the Knowledge Park page and provide feedback using this guided form. The outline of the Knowledge Park page that you will review is listed below.  

Overview: (Insert title name here)
Topic 1: (Insert topic name here)
Topic 2: (Insert topic name here)
Topic 3: (Insert topic name here)
Topic 4: (Insert topic name here)


Copy/Paste more topics as needed.
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[bookmark: _oujb9a80idqf]Let’s Get Started
[bookmark: _phoqxxbgkaj]Getting Started:
Start by:
 
1. Open the Knowledge Page by clicking the title: (Insert the Knowledge Park page title and be sure to link it to the Knowledge Park page to the preview mode, not the edit mode.)
2. You will need to be logged into CLP for the Knowledge Park page to open. 


Please begin and if you have any suggestions as you provide comments, feel free to add them in the Reviewers Comment column. 


[bookmark: _wc8ayqn0wm9a]Evaluation Form

	Location on the Page
	How/What to Review
	Reviewers Comments
	Approval

	Title
	This title summarizes this Knowledge Park page as a whole. It includes key words for optimal search results.
	
	

	Overview Section
	The initial overview prepares the learner for what is to come in the Knowledge Park page.

There is a description of what the learner will take away from going through the Knowledge Park page (learning objective).

The content is clear and concise and will help the audience improve their skills and supports the objective stated in the overview section.

Content is free of spelling/grammar mistakes.

The length/ amount of text/ content is not too short/long.

	
	

	Topic 1:
	The content is clear and concise and will help the audience improve their skills and supports the objective stated in the overview section.
	
	

	Topic 2:
	The content is clear and concise and will help the audience improve their skills and supports the objective stated in the overview section.
	
	

	Topic 3:
	The content is clear and concise and will help the audience improve their skills and supports the objective stated in the overview section.
	
	

	Topic 4:
	The content is clear and concise and will help the audience improve their skills and supports the objective stated in the overview section.
	
	

	Media and Images
	Approval or comments on image(s). If an image is present, it contains a title, source and alt text. The media operates correctly.
	
	

	Links
	All links open correctly and in a new window tab. 
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You have reached the end of the evaluation for: 
(Insert Knowledge Park page Title Here)

Reviewers Please Let Us Know About Your Experience 
	User Experience: As you complete your review, look at the Knowledge Page through the lenses of the learner and answer the following questions:

	Name: 
	Email: 

	1. Approximately how long did it take you to complete the Knowledge Park page?
	Example: Heather - 30 minutes

	2. Describe your overall experience while completing the Knowledge Park page: 
-What did you like about the Knowledge Park page?
 -What do you wish could be changed about the Knowledge Park page?
	Example: Heather - my experience while taking the...

	3. Did you feel the learning experience was valuable? Rate your answer: 

Yes (10)------------------5-------------------(1) No

-Good use of your time? 
Yes (10)------------------5-------------------(1) No

-Increased your knowledge?
Yes (10)------------------5-------------------(1) No

-Provided resources that will benefit you in your current job?
Yes (10)------------------5-------------------(1) No


Other: _________________

	Example: Heather - Time (10); Increased knowledge (8); benefit in my current job (6); Other: I thought this was valuable because… 


	4. Was it easy to navigate?
	

	5. Was there a point where the information or expectation was not clear (e.g., felt like you missed something and had to go back and re-read a previous section)?
	



Thank You for your Participation
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