Passive-to-Active Course Audit
A worksheet for reviewing an existing course element by element: what the learner does, its mode of engagement in Chi and Wylie's ICAP framework, whether it should stay passive, the move that would make it active and the effort involved. It is a Coursebox planning aid, not a validated instrument, and it gives no score. A hypothetical e-bike launch course is filled in as an example, followed by blank pages for your own course.
From the Coursebox blog: coursebox.ai/blog/what-is-passive-learning
How to use this audit
List every page, video, document, activity and check in the course, one per row. Write what the learner actually does with it, not what it covers.
Mark the mode: passive (receives information), active (manipulates the material, such as highlighting or clicking to reveal), constructive (produces something new, such as an answer with a reason) or interactive (builds on a partner's ideas in conversation).
Run the three "keep it passive" checks below. Use the result to decide whether receiving information is enough; add an attempt when performance needs checking.
For every other element, pick one conversion move from the conversion table below and note the effort as low, medium or high.
Judge the finished course by what people can do after it, such as a scenario answer or an observed task, not by how much they liked it.
Worked example: the e-bike launch course
Hypothetical example; the retailer, the people and the numbers are illustrative. A bicycle retailer in Victoria with 6 stores (Melbourne CBD, Brunswick, Richmond, Box Hill, Frankston and Geelong) is launching three e-bikes in its own range: the City, the Cargo and the Fold.
Recommendations are provisional. Confirm handling and storage, route range, approved loads and accessories, and applicable train restrictions. Check the manufacturer’s battery, charging and tyre-pressure instructions. Pair practice must include an observed attempt by each person; arrange a third partner or manager for the odd-numbered staff member.
	Course detail
	E-bike launch course

	Learners
	30 sales staff, 5 at each store; they already sell and fit standard bikes

	Source material
	A 42-slide product deck, a 16-page spec PDF and a 6-minute launch video, previously emailed to stores to read and tick

	What the job needs
	Recommend the City, Cargo or Fold from a customer's answers to the three trip questions, explain the choice in one sentence, and complete the 6-point handover

	The three trip questions
	1. How far is your usual trip, and is it hilly? 2. Where will the bike live: a garage, an apartment with stairs or a lift, or a train for part of the trip? 3. What do you need to carry: just yourself, shopping, or a child?

	The 6-point handover
	1. Battery 2. Charging 3. Assist modes 4. Brakes 5. Tyres 6. First service (book the free 6-week check)

	Not covered
	Repairs, warranty, finance and road rules: these go to the store manager

	Course owner
	Dana, training lead; store managers run the in-store practice (for example Nikhil at Geelong)
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The audit, filled in for the e-bike launch course
Mode labels follow Chi and Wylie's ICAP definitions. Whether picking a multiple-choice answer is active or constructive depends on whether the learner has to explain the choice. Effort ratings are this course's estimates, not a standard.
	Element
	What the learner does now
	Mode now
	Keep passive?
	Conversion move
	Mode after
	Effort

	Launch video
	Watches 6 minutes once
	Passive
	Yes, first exposure, but cut to 3 minutes
	Add two questions after it: which bike for a customer who takes the train to work, and why; one thing the buyer said the old range could not do
	Active or constructive while answering, depending on the question
	Low

	Spec sheet
	Reads a 16-page PDF
	Passive
	Yes, reference
	Cut to one page on the store tablet; no quiz questions on spec numbers
	Passive (reference)
	Low

	Product deck
	Clicks through 42 slides and ticks read
	Passive
	Yes, but short
	One page per model: who it suits, who it does not suit, one photo
	Passive
	Low

	Worked example
	Nothing (none supplied)
	None
	Yes, worked example for beginners
	Add an annotated needs conversation: a Brunswick customer with stairs and a train to the CBD is matched to the Fold, with the reasoning after each answer
	Passive (studying an example)
	Medium

	Faded example
	Nothing (none supplied)
	None
	No
	Add a Frankston parent carrying a child 4 km to childcare: two trip questions answered, the learner writes the third question's reasoning and the recommendation
	Constructive
	Medium

	Check
	Answers 10 recall questions on spec numbers at the end
	Active
	No
	Replace with 6 situation questions spread through the course, two for each bike, answer and reason after each
	Active or constructive
	Medium

	Scenario
	Nothing (none supplied)
	None
	No
	Add a branching scenario with three customers (Box Hill nurse, Richmond student, Geelong café owner) and feedback naming the trip question each wrong choice fails
	Active choices; constructive if learners generate an explanation
	High

	Handover
	Reads a list of features in the deck
	Passive
	No
	20 minutes of paired practice in store before launch day; the store manager watches with the 6-point checklist and coaches on the spot
	Interactive if partners explain, respond and build on feedback
	Medium

	Follow-up
	Nothing (none supplied)
	None
	No
	At week 2 and again at week 4 after launch, three questions, one about each scenario customer
	Active (spaced retrieval)
	Low



The three "keep it passive" tests
	Test
	Ask
	In the e-bike course

	Reference
	Is it something people look up when they need it, rather than something they must remember?
	The one-page spec sheet on the store tablet. Never quizzed.

	First exposure
	Is it people's first sight of the topic, short, and followed by practice?
	The 3-minute launch video, followed by two questions.

	Worked example
	Is it an expert's worked example that a beginner should study before trying the task?
	The annotated needs conversation that ends with the Fold, followed by a faded example.


These checks guide a design decision, not automatic permission to leave an element passive. Ask what performance must be shown and plan an appropriate attempt. A refresher may also help after practice, but compare later performance rather than assume a format works equally well.
The six conversion moves
	Move
	What the learner produces
	In the e-bike course

	Retrieval question after a passage
	An answer from memory, with the reason shown after
	Two questions after the launch video

	"Which would you choose, and why?" situation
	A decision about a described person or case
	6 situation questions, two for each bike, such as a customer who wants the Cargo but lives on the third floor with no lift

	Faded worked example
	The missing steps of a partly worked example
	The Frankston parent: the learner completes the third question and the recommendation

	Branching scenario
	A choice, then a response to its consequence
	Three customers, with feedback naming the trip question each wrong choice fails

	Practice with a partner and a checklist
	A practised conversation, observed and coached
	20 minutes of paired handover practice per pair, observed by the store manager

	Spaced follow-up questions
	Answers recalled weeks later
	At week 2 and again at week 4 after launch, three questions, one about each scenario customer


Watch for two fixes that do not change much. A flip card or tab with facts on the back is at most active: a click, with nothing produced. A lock, such as a minimum page time or an unskippable video, proves exposure, not learning. Put a question after the content instead.
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How you will judge the finished course (what people can do after it): ______________________________________________
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