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[bookmark: _xto1mqgh13y3][bookmark: _ubsu08x18zex]UMSN Respmdus Monitor Course Prep Checklist
[bookmark: _t1ad4c199nvw]Faculty Uniqname:
[bookmark: _inulw6lwows1]Instructional Designer Uniqname: 
[bookmark: _am1y12o72a43]Course #:
Course Enrollment:
[bookmark: _835y8wmyp2k2]First Assessment Date:

	[bookmark: _vkm15uhpz5vf]AT LEAST TWO WEEKS PRIOR TO FIRST ASSESSMENT
	Due Date(s)

	· 
	Submit a request for access to Respondus Monitor via the Respondus Monitor Faculty Support Page.
	[bookmark: _lufbm3hym9kp]



	ONE WEEK PRIOR TO FIRST ASSESSMENT
	[bookmark: _l4ups6wtmsfv]Due Date(s)

	· 
	[bookmark: _vheqcl8egsma]Consult with Instructional Designer to determine course assessment strategies that addresses the following:
· Faculty responsibilities
· Technical Support
· Use cases
· Limitations
· Contingency plans
· Confirm language syllabus revisions
· Establish assessment settings and schedule (including practice quiz)
· Confirm assessment review process and schedule
[bookmark: _p86ef7z1m7gz]Note: Faculty Support can help review results for classes with 70 or more enrolled students. Please send requests for Respondus Monitor review assistance to: UMSN-FacultyAdminSupport@med.umich.edu. 
	

	· 
	[bookmark: _yliqcokrnwhd]Configure and test Respondus Monitor course assessments
	

	· 
	[bookmark: _5men38ae1hh8]Conduct Respondus Monitor practice quiz with students
	

	· 
	[bookmark: _6v0t0gpejnsh]Follow up with IT regarding technical issues identified during practice quiz
	


[bookmark: _2s5g9udac5kc]
	ONE DAY PRIOR TO EACH ASSESSMENT
	[bookmark: _o9cs2wnjuafo]Due Date(s)

	· 
	[bookmark: _1h05dcerpdwc]Review and confirm contingency plan
	

	· 
	[bookmark: _7xker8sgiejw]Confirm assessment/s are configured
	

	· 
	[bookmark: _zax4oob4tcym]Send reminder to students to run updates 
	



	[bookmark: _inon66cw0y1]DAY OF ASSESSMENT
	[bookmark: _bvn29ln7n69x]Due Date(s)

	· 
	Administer assessment
	

	· 
	[bookmark: _b0jkwlizmecg]Implement contingency plan as needed
	



	POST ASSESSMENT
	[bookmark: _tfvijorwsigf]Due Date(s)

	· 
	Review Respondus Monitor results and address any violations as appropriate. Follow up with Faculty Support if assessment result reviews were conducted by Faculty Support staff.
	

	· 
	[bookmark: _d9jufinwzws8]Follow up with IT regarding any outstanding faculty or student technical issues
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