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The primary audiences for this document are course liaisons and instructors.  It offers guidance on the development of new courses and updates to existing ones based on best practices. 
	Course Descriptions include… 

· Learning Outcomes 
· “What you should know” 
· Relevant ACE categories, and, if applicable DAS Competencies 

Course Presentation & Handouts include…

· Learning Outcomes 
· Content relevant to exam questions
· Works Referenced and/or Bibliography
· Suggested Related Course(s)

Course Exams…

· Applies Best Practices For Exam Question Writing principles 
· Should be in sync with the course content
	[bookmark: _Toc444248953]Learning Outcomes…
· Do use measurable verbs such as explain, compare, evaluate, identify, design, name, define, discuss, assess 
· Avoid verbs like learn, familiarize, study and comprehend

“What you should know” 
· Functional knowledge (e.g. Participants must have working knowledge of records management processes”); and
· Technical skills (e.g. encoding) the prospective participant should possess to get the most out of the course.

Guidelines for Archival Continuing Education (ACE) and Digital Archives Specialist Competencies are available at archivists.org

	
	       Best Practices for Exam Question Writing
The preferred approach is multiple-choice, rather than true-false questions. Each multiple-choice question consists of a “stem” and items (one correct answer and several incorrect ones (“distractors”)).

Do
· Clearly define the question in the item stem and omit irrelevant material.
· Include as much of the item in the stem as possible.
· Make all options grammatically consistent with the stem.
· Make all options independent of each other.
· Write 3 plausible distracters and one correct answer.
· When possible, arrange the options in a logical or sequential order.

Avoid
· Negatively stated items 
· Repeating key word(s) from the stem in the correct option.
· Correct options that are much longer or shorter than the incorrect ones. 
· Stating the correct option in more detail than the options.
· Specific determiners like sometimes and never in the options.
· “All of the above”; “none of the above”; “sometimes”; “never”
· Incorrect options that contain terms not covered in the course.
· Making the first and last options always the incorrect options.



