QUALITY ASSURANCE OF ONLINE COURSES
                                                                                                                                                                           Appendix A

   Instructor: ___________________________
Course ID: ___________________________
Quarter: __________________

Evaluated by:  ____________________
Date:  ___________
Score:  __________
Meets Criteria:  YES    NO
GVTC Principles of Good Practice:  Criteria for Web-based Courses 
(Quality Assurance Checklist—Part 1)

	1.  Course Design


	Criteria
	Description/ Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	1.  Course content is aligned with DTAE curriculum standards.
	 FORMCHECKBOX 
  Course objectives

 FORMCHECKBOX 
  Course assignments

 FORMCHECKBOX 
  Course assessments


	2
	1
	0

	
	2.  The course contains a student 
     orientation.
	Explains:

 FORMCHECKBOX 
  How to get started

 FORMCHECKBOX 
  How to use Blackboard

 FORMCHECKBOX 
  Technical equipment requirements

 FORMCHECKBOX 
  Technology competency 
                requirements

 FORMCHECKBOX 
  Browser recommendations

 FORMCHECKBOX 
  Drop deadlines

 FORMCHECKBOX 
  Format for assignments

 FORMCHECKBOX 
  Requirements for chat room and/or 
               e-mail
 FORMCHECKBOX 
  Instructor response time

 FORMCHECKBOX 
  Troubleshooting advice


	2
	1
	0

	
	3.  The course contains staff information.
	 FORMCHECKBOX 
  Instructor name

 FORMCHECKBOX 
  Appropriate picture (optional)

 FORMCHECKBOX 
  E-mail address

 FORMCHECKBOX 
  Telephone and fax numbers

 FORMCHECKBOX 
  Office hours


	2
	1
	0


	1.  Course Design


	Criteria
	Description/ Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	4.  The course contains a syllabus and 
     supporting documents.
	Includes items such as:
 FORMCHECKBOX 
  Course number

 FORMCHECKBOX 
  Course title

 FORMCHECKBOX 
  Correct course section number and quarter

 FORMCHECKBOX 
  Course description

          FORMCHECKBOX 
  Course contact and credit hours

 FORMCHECKBOX 
  Course prerequisites

 FORMCHECKBOX 
  Course objectives

 FORMCHECKBOX 
  Course assignment 

 FORMCHECKBOX 
  Course test schedule

 FORMCHECKBOX 
  Required course materials

 FORMCHECKBOX 
  Information on dropping the course

 FORMCHECKBOX 
  Grading criteria

 FORMCHECKBOX 
  Testing information

 FORMCHECKBOX 
  Library resources

 FORMCHECKBOX 
  Any on-campus requirements
 FORMCHECKBOX 
  Work ethics information

	2
	1
	0

	
	5.  Course document section includes a 
     variety of learning media.
	Includes course content delivered through 
media such as:

 FORMCHECKBOX 
  PowerPoint presentations

 FORMCHECKBOX 
  Short lectures in audio or video format

 FORMCHECKBOX 
  Links to resources on websites

 FORMCHECKBOX 
  CD-Rom materials


	2
	1
	0

	
	6.  Course assignments are designed to 
     be interactive.
	Requires students to interact with:

 FORMCHECKBOX 
  Each other

 FORMCHECKBOX 
  Their instructor via e-mail, chat 
               room, and/or discussion board.
	2
	1
	0

	
	7.  Course assignments are designed to 
     address a variety of learning styles.
	 FORMCHECKBOX 
  Written assignments

 FORMCHECKBOX 
  Reading activities

 FORMCHECKBOX 
  Discussions

 FORMCHECKBOX 
  Simulations

 FORMCHECKBOX 
  Case studies 

          FORMCHECKBOX 
  Other options
	2
	1
	0


	1.  Course Design


	Criteria
	Description/Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	8.  Course assignments give students    
      the opportunity to engage in 
      critical and abstract thinking.


	Students are challenged to complete one or more of the following:

 FORMCHECKBOX 
  Solve problems 

 FORMCHECKBOX 
  Apply concepts in context

 FORMCHECKBOX 
  Complete practical applications
	2
	1
	0

	
	9.  The course structure includes 
     adequate and appropriate methods 
     and procedures to measure student 
     mastery of course competencies.
	Assessments include a variety of the following:

 FORMCHECKBOX 
  Online or proctored testing

 FORMCHECKBOX 
  Standardized tests

 FORMCHECKBOX 
  Projects

 FORMCHECKBOX 
  Demonstrations

 FORMCHECKBOX 
  Presentations

 FORMCHECKBOX 
  Case studies


	2
	1
	0

	
	Comments/feedback for online instructor concerning course design:




GVTC Principles of Good Practice:  Criteria for Web-based Courses 
(Quality Assurance Checklist—Part 2)

	2.  Instructional  Process**
	Criteria
	Description/ Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	10.  The instructor interacts 
       routinely with students.
	Initiates contact on the:

 FORMCHECKBOX 
  First day of class

 FORMCHECKBOX 
  Daily through drop-add period

 FORMCHECKBOX 
  At least three times per week thereafter


	2
	1
	0

	
	11.  The instructor monitors 
       student activity adequately.
	 FORMCHECKBOX 
  Contacts students who are having 
       difficulties

 FORMCHECKBOX 
  Checks course statistics to note frequency 
       of student login
	2
	1
	0

	
	12.  The instructor provides 
       adequate student support.
	 FORMCHECKBOX 
  Responds to student e-mails promptly

 FORMCHECKBOX 
  Provides substantive and timely responses to 
       assignments and tests.


	2
	1
	0

	
	13.  The instructor is accessible to 
       students.
	 FORMCHECKBOX 
  Maintains office hours at different times of the 
       day to be accessible to working students

 FORMCHECKBOX 
  Posts lack of availability when sick or  
       traveling

 FORMCHECKBOX 
  Informs students of weekend e-mail policy


	2
	1
	0

	
	14.  The student stays in contact 
       with instructor
	 FORMCHECKBOX 
 Demonstrates class attendance by various means as directed by online instructor which may include e-mails, submitting work, chat rooms, and/or discussion boards.

	2
	1
	0


	2.  Instructional  Process**
	Criteria
	Description/ Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	15.  The instructor incorporates 
       work ethics into course 
       instruction
	 FORMCHECKBOX 
 Advises students of the work ethics topic of 
      the week and utilizes activities related to the 
      topic.  Instructor ensures student participation 
      by requiring e-mail or other online method of 
      confirmation such as discussion board.


	2
	1
	0

	
	16.  The instructor ensures that the 
       course is qualitatively consistent 
       with same traditional course.

	 FORMCHECKBOX 
 Strives toward consistency between traditional 
     and online courses. 


	2
	1
	0

	
	Comments/feedback for online instructor concerning instructional process:



	
	** If these criteria are checked by PAR team members, documentation will be expected for current quarter only or, when a PAR takes  place within the first two weeks of a quarter, for the previous quarter.


GVTC Principles of Good Practice:  Criteria for Web-based Courses 
(Quality Assurance Checklist—Part 3)

	3.  Institutional Process
	Criteria
	Description/ Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	17.  Instructor is qualified.
	 FORMCHECKBOX 
  The instructor meets requirements of DTAE and accrediting agency.


	2
	1
	0

	
	18.  Instructor has met training 
requirements to teach an online course.

	 FORMCHECKBOX 
   Instructor has been trained through GVTC or the instructor’s consortium area certified Blackboard trainer.

.
	2
	1
	0

	
	19.  The institution has a review 
       process for new online courses.
	 FORMCHECKBOX 
  The GVTC Online Learning Coordinator and other appropriate faculty, staff and administrators review proposed courses.


	2
	1
	0

	
	20.  The institution has a review 
       process for on-going online 
       courses.
	 FORMCHECKBOX 
  The GVTC Online Learning Coordinator and other appropriate faculty, staff and administrators review on-going online courses.


	2
	1
	0

	
	21.  Online students are provided 
       with support services.


	 FORMCHECKBOX 
  Students have access to reasonable and adequate support services.
	2
	1
	0

	
	22.  Online students are provided 
       with adequate information on 
       institutional processes.
	Students receive complete and timely information on:

 FORMCHECKBOX 
  Registration and testing processes and deadlines

 FORMCHECKBOX 
  Financial aid processes and deadlines

 FORMCHECKBOX 
  Cost and payment policies and deadlines.
	2
	1
	0

	
	Comments/feedback for online instructor concerning institutional process:




GVTC Principles of Good Practice:  Criteria for Web-based Courses 
(Quality Assurance Checklist—Part 4)

	Evaluation of Course/Instructor
	Criteria
	Description/ Definition
	Exceeds Criteria
	Meets Criteria
	Does Not Meet Criteria

	
	23.  An evaluation of each online course for each instructor is conducted.

	 FORMCHECKBOX 
  An appropriate online evaluation instrument is made available for students to complete quarterly. 

 FORMCHECKBOX 
  The online course is qualitatively consistent with   evaluation of traditional course.
	2
	1
	0

	
	24.  An observation for each online 
       course and instructor is conducted 
       quarterly.

	 FORMCHECKBOX 
  The appropriate designated college official is enrolled in each course and utilizes this form in entering and observing each online course.
	2
	1
	0

	
	Comments/feedback for online instructor concerning evaluation of course/instructor:




Overall Evaluation:

________________________________________________________________________________________________________________________Evaluator’s Name                                                        Title                                                                Signature                                                      Date
________________________________________________________________________________________________________________________
Instructor’s Name                                                                                                                                Signature                                                      Date
Evaluation Comments:  

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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