	Accomplished Standards 1.1 Course Design: Outcomes and Competencies

	Learning outcomes and competencies are located within the course syllabus and individual learning units; outcomes are written to reflect desired learning outcomes, with measureable outcomes; students have some understanding of what is expected of them.

	Annotations

The course outcomes and competencies are the backbone of the course and provide the overall structure for the content that follows.

Utilize the following best practices when writing the course outcomes and competencies. 

· The course learning outcomes are measurable.

· Learning outcomes are clearly stated and written from the students’ perspective.

· Adequate and clearly stated instructions are provided to students on how to meet the learning outcomes.

· The learning outcomes and competencies are designed for the level of the course.
From a course design perspective the outcomes and competencies should be easy to find. Ideally they should be located in both the syllabus and in the course instructional units. This practice enables the student to review the course outcomes and competencies without having to leave the instructional unit to go back to the syllabus. 

The outcomes and competencies are the roadmap through the course.  They are evident in each of the instructional units in the course.   As the student progresses through the course, they should be able to understand how the course content, activities, assignments, resources, and assessments align with the outcomes and competencies. 


	Accomplished Standards 1.2 Course Design: Content Presentation

	Content is made available or “chunked” in manageable segments (i.e., presented in distinct learning units or modules); navigation is somewhat intuitive, but some “exploring” is required to determine the flow of content; content is presented using a variety of mechanisms (content modules, single pages, links to external resources, RSS Feeds, print material); visual and/or auditory elements occasionally enhance the content; supplementary resources are made available (course CDs, textbooks, course manuals, etc.); 

Materials used in the course include partial citations and are free of copyright infringement (if copyrighted materials are used, the instructor has obtained permission from the copyright holder or ensured that their use is permitted by the fair use doctrine).   

	Annotations

Content in courses should be broken down into manageable instructional units.  Units consist of topics, which follow a logical sequence and have sufficient depth to achieve the course outcomes.  The units may be in the form of modules, lessons, weeks, or any other intuitive navigational structure that will make sense to the student.

Students should not have to hunt for course resources.  The course design should make it easy for them to locate the materials and resources they need to be successful and return easily to the course.  Instructions for how to locate and use resources should be clear. 

The purpose and how to use instructional materials for learning activities are clearly explained.

The instructor makes use of a variety of resource materials to enhance and encourage learning. These materials must directly align with the course outcomes. 

*Courses rise to the level of exemplary when the course content is presented in a way which addresses multiple learning styles. 

If optional materials are incorporated in the course the distinction between required and optional materials is clearly explained.

The use of virtual learning materials encourages the use of a variety of skills including:

· Media Literacy

· ICT (Information, Communication, and Technology) Literacy


	Accomplished Standards 1.3 Course Design: Student Engagement

	Instructional strategies are designed to help students to reach course learning outcomes and competencies, although this relationship may not be obvious to students; guidance is provided, but could be improved with greater detail or depth; higher order thinking is required for some activities but is not well-explained or supported (e.g., by providing examples of "good answers"); differentiated instruction (such as remediation) may be available on a limited basis.

	Annotations
· The instructional / course activities promote the achievement of the stated learning objectives.

· Learning activities provide opportunities for interaction that support active learning.

· The instructor’s plan for course response time and feedback on assignments is clearly stated.

· The requirements for student interaction are clearly articulated.
Course instructional strategies are chosen carefully to address specific outcomes and consideration has been given to a multi-strategy approach to address a variety of learning styles. 

Instructional strategies encourage critical and creative thinking skills. It is clear to the students that these skills are expected.  
*Courses reach an exemplary status when there is clear evidence that instructors have carefully structured activities that promote critical and creative thinking skills and that the students are fully aware of what is expected. 
Rubrics and scoring guides are used to assist the students in understanding what is expected of them.  In some cases benchmarks may be included to provide clear examples for the students.  

*Exemplary courses make extensive use of scoring guides and rubrics. 


	Accomplished Standards 1.4 Course Design: Technology Use

	Tools available within the LMS are utilized effectively and creatively to engage students with course content; LMS tools are made available to assist students, but could be organized or arranged for even greater usefulness; technologies within the course are used in many cases merely to replicate traditional face-to-face instruction; there is some variety in the tools used to deliver instruction.

	Annotations
In course design there is consideration given to appropriately matching instructional strategies and technologies with course activities so the desired outcomes may be achieved.  Best practices include:

· The instructional technology strategies and media align with the course outcomes.

· Course tools and media support student engagement and guide the student to become an active learner.

· Students can readily access the technologies required in the course.  Students using slower connections including dial-up may not be able to access more advanced technologies that require faster internet speeds. The instructor needs to be aware of these issues and follow recommended practices. Generally all tools found in the LMS will be available to all students.
· Clear instructions are provided for the use of the course technologies and how they relate to the course activities and outcomes. 

When incorporating third party tools (Voice Thread or Wikis) the proper support information must be included in the course along with the expectations for their use.  Do not assume that the students know how to use these tools. 

Instructors must also consider their comfort level with the third party tools and avoid those which they are not knowledgeable. 

Instructors should work with the IT Department to be sure that Helpdesk staff can assist with technical difficulties. Third party tools which cannot be supported by IT should be avoided.


	Accomplished Standards 2.1 Interaction and Collaboration: Communication Strategies


	Several communication activities are included to reinforce the desired learning outcomes; asynchronous communications sometimes require reflection or other higher order thinking; synchronous interactions are meaningful but may not take full advantage of the real-time presence of instructor and/or peers.

	Annotations
· The courses activities provide ample opportunities for interaction.

· The course policies are clearly defined for all modes of communication.
· Scoring guides and rubrics are used where appropriate.
The instructor identifies all the possible modes of formal and informal communication that are available to the students and has clearly communicated the usage policies. The policies are aligned with Union’s Technology Resources Acceptable Use Policies.  Netiquette guidelines are available in the course.  These policies and guidelines are available in the course itself and/or the course syllabus.

The term “ample” may have a different interpretation depending on the type of course. The opportunities students have to interact will depend largely on the course design and the specific curriculum being used. The SME must carefully decide on how much interaction is needed for the students to achieve the course outcomes. 


	Accomplished Standards 2.2 Interaction and Collaboration: Learning Community



	Communication activities may help students build a sense of community, but do not appear to be designed with this in mind; some student-to-student interaction is built into the course; students interact with the instructor, although primarily as a result of instructor-initiated contact; collaboration activities (if included) support some team-building skills, but may not purposefully integrate these elements.

	Annotations
Building a sense of community in a course requires the faculty member to become a facilitator more than an instructor or teacher. This means relinquishing some of the control of the course to the students. Courses that reach the Accomplished or Exemplary status demonstrate this characteristic. 

· Key characteristics of learning communities:
· Safe and supportive conditions; the students need to feel that the learning environment encourages and supports their participation in the group.

· Collective identity; the students identify with the group as a distinct learning group with specific learning goals.

· Collaboration; group collaboration is encouraged and members are given the opportunity to collaborate with each other and with the course facilitator.

· Respectful inclusion; all members of the group are respected. 

· Collaboration encourages creative and critical thinking.
· The course facilitator articulates the expectations for students in the learning community environment. 
Many of these learning community characteristics may not be overtly evident in the design of the course. However, should be clear from the activities, opportunities for interaction, and the expectations that the characteristics are present.


	Accomplished Standards 2.3 Interaction and Collaboration: Interaction Logistics



	Expectations of student participation in communication activities are given, but would benefit from more detail; expectations regarding the quality of communications are included, but may be sketchy and lack detail or illustrative examples; minimal information may be provided regarding grading criteria for communications activities; the instructor is occasionally involved in communication activities; the instructor sometimes takes advantage of LMS tools to post announcements, reminders, etc.

	Annotations

The expectations for how students are to interact in courses can best be described according the following types of interactions:


1. Students interacting with course content; 
2. Students interacting with one another; 
3. Students interacting with the instructor. 

Detailed rubrics and scoring guides provide the students with the necessary information needed to interact in the course in a way which helps them achieve the course outcomes. When designing discussions the following design elements should be considered:

· Participation requirements

· Grading standards

· Structure of discussions

· Inclusion of some artifact to be turned in (a deliverable)

· Structuring discussion to require students to use their own experience

· Align discussion to course outcomes

These design elements may also apply to synchronous discussions.

Best practices:

· The learning activities promote the achievement of the stated learning objectives.

· Learning activities provide opportunities for interaction that support active learning.

· The instructor’s plan for classroom response time and feedback on assignments is clearly stated.

· The requirements for student interaction are clearly articulated.

· The tools and media support the course learning objectives.

· Course tools and media support student engagement and guide the student to become an active learner.


	Accomplished Standards 3.1 Evaluation: Expectations


	Assignments match the outcomes and competencies; rubrics or descriptive criteria for desired outcomes are included for some evaluation activities; instructions are written clearly, with some detail included.

	
Annotations

· The types of assessments selected measure the stated learning objectives and are consistent with course assignments, activities and resources.

· Specific and descriptive criteria (rubrics and scoring guides) are provided for the evaluation of students’ work.  They should also be provided for participation in the course and be tied to the course grading policy.

· Instructions for completing assignments are clearly written.  Students are aware of what must be completed and how they are to complete assignments. 


	Accomplished Standards 3.2 Evaluation: Evaluation Design



	
Evaluation activities have "face validity" (i.e., they appear to match the curriculum); some activities involve higher order thinking; evaluation activities may focus on tasks similar to real-world application of skills; multiple evaluations are included; at least three different types of evaluations are used.


	
Annotations

Best practices for online courses include:

· Think multi-dimensional! Online assessment provides an opportunity to not only obtain an accumulation of each student's work but also allows for faculty-student communication during the development of learning products rather than solely after they are submitted. 

· Utilize all of the communication tools from the online course along with other activities you have established for your course. 

· Combine forum responses, bookmark submissions, class participation, team activities, file exchange activities, quizzes and exams as part of the students' comprehensive grade.

· Use practice quizzes and self-assessment exercises.  This allows students to track their own progress.

· Where possible, incorporate tasks that are authentic-- i.e. allow students to explore, discover, discuss, and meaningfully use new learning in contexts that involve real-world problems and projects that are relevant and interesting to the student.  This also allows for creative/critical thinking and problem solving. 


	Accomplished Standards 3.3 Evaluation:  Student Self Evaluation



	
Some self-evaluation activities are included; self-evaluations provide feedback to students.


	
Annotations

Best practices for online courses include:
· Use practice quizzes and self-assessment exercises.  This allows students to track their own progress.
· Self-evaluations may take the form of informal or more formalized types of self-evaluation

These practices are highly recommended for online courses.  Based on research, such practices engage students in the course, and aid in tracking their progress, which has been associated with greater course satisfaction. 


	Accomplished Standards 4.1  Student Support Orientation to Course and LMS  



	
Clearly labeled tutorial materials that explain how to navigate the LMS and the specific course are included although orientation guides are available, they may require the student to leave the course site without an easy return; tutorial materials support multiple learning modalities: audio, visual, and text based.


	
Annotations

Each course should have an orientation to cover the basic expectations for what is required to complete the course.  Many courses have a basic orientation portlet, which was added by the IT department. This should be amended by the instructor so that it covers all aspects specific to the course. Other best practices include:
· Instructions are provided for how to get started and where to find various course components.

· Students are introduced to the purpose and structure of the course.

· Etiquette expectations (sometimes called “netiquette”) for online discussions, email, and other forms of communication are stated clearly.

· Course and/or institutional policies with which the student is expected to comply are clearly stated, or a link to current policies is provided.

· Prerequisite knowledge in the discipline and/or any required competencies are clearly stated.

· Minimum technical skills expected of the student are clearly stated. This would include information regarding any special requirements. 
Frequently instructors add opportunities for student/faculty interaction which could include any of the following:

· Course Q & A
· Student Café or Lounge for informal chat

· Course problem reports

· Course FAQ



	Accomplished Standards 4.2  Student Support Supportive Software (Plug-ins)


	
Clear explanations of optional and/or required software (in addition to the LMS) are provided within the course; software required to use course materials is listed but links to where it can be captured and installed are not found near where it will be used.


	
Annotations

Best practices for the use of instructional technology in online courses include:
· The tools and media support the course learning objectives.

· Students can readily access the technologies required in the course.  Information is provided on the use of the instructional technology used in the course.

· The course technologies are current and supported by IT.


	Accomplished Standards 4.3  Student Support Instructor Role and Information



	
Contact information for the instructor is included; contact information includes more than one type of communication tool; expected response time for e-mail replies is included; instructor's role within the course is clearly spelled out to students; the instructor's methods of collecting and returning work are clearly explained.


	
Annotations

Instructor Communication

It is recommended that the instructor include specific policies toward appropriate communication.  The following is an example of guidelines students should use when communicating via email. 

Email:
· Include a clear, concise subject heading for email that identifies the topic of the email. 

· In the subject heading, include your course and section number in email. If appropriate, include the assignment number. 

· Be polite: begin your email with an appropriate salutation. 

· State clearly the information that you wish to request. 

· Be sure to sign your email with your full name, course and section number.

Another good practice for online instructors is to take some time to explain to the students how they will interact with the class. For example; online courses tend to be more student-centered and instructors often take on the role of coach or facilitator. For some students who may be new to online learning a brief explanation of how the instructor functions in that capacity can go a long way toward avoiding misunderstandings.


	Accomplished Standards 4.4  Student Support: Course/Institutional Policies & Support



	
Links to institutional policies, materials, and forms relevant for student success are included; links allow easy navigation from the course to the information and back; course/instructor policies regarding decorum, behavior, and netiquette are included and are written clearly to avoid confusion; links to institutional services such as the library, writing center, or financial aid office is included.


	
Annotations

As a best practice instructors clearly articulate their expectations for student behavior. The policy  should also include:
· The policy for late and missing work 

· The course "attendance/participation" policy 

· Academic Integrity Policy
· Grading Policies
Since CampusWeb already has links to the services listed above (e.g.: UI&U Library, etc.) the instructor does not have to provide direct links to them unless they feel that it is in the best interest to do so. 

Instructors should include in orientation materials for the course information that will make students aware of the listed services.

Access to Helpdesk contact information should be stressed in the course orientation.


	Accomplished Standards 4.5  Student Support: Technical Accessibility issues



	
Course materials use standard formats to ensure accessibility; if specific software is required to which some students may not have access, alternative file types are sometimes provided; large files are not identified as such; alternative (smaller) files may be provided; video files are streamed in some cases; graphics are not be optimized for web delivery but display without extensive scrolling.


	
Best Practices for Accessibility

· The course employs accessible technologies and provides guidance on how to obtain accommodation.

· The course contains equivalent alternatives to auditory and visual content.

· The course design facilitates readability and minimizes distractions.

· The course design accommodates the use of assistive technologies.

Tips for improving accessibility

· Use jpg, gif, and png for image formats.  Avoid bmp as these are extremely large files and often take a long time to load.

· Avoid using extremely large photos that extend the screen either horizontally or vertically and will cause excessive scrolling.  Resize large photos for screen presentation.

· Videos should be 10 to 15 minutes in length.  Longer videos should be broken down into segments if possible. 

· Consider breaking down extremely long documents or readings into sections whenever possible. 

NOTE: Typically pdf files download easier and faster from CampusWeb.  It is recommended that you include a pdf version for all MS Word documents. 


	Accomplished Standards 4.6  Student Support: Accommodations for Disabilities



	
Supportive mechanisms allow students with disabilities to participate in the online community for most activities; the design and delivery of content integrate alternative resources or enable assistive processes for those needing accommodation; links to institutional policies, contacts, and procedures to support students with disabilities are included; design factors such as color, text size manipulation, audio and video controls, and alt tags have been considered; provides links to the ADA office and ADA forms.


	
Eight Principles Tailored to Distance Education
Scott, S., McGuire, J., & Shaw, S.  (2003). Universal design for instruction: A new paradigm for adult instruction in postsecondary education.  Remedial & Special Education, 24(6), 369-379.
1. Equitable use. The design is useful and accessible for people with diverse abilities and in diverse locations.  The same means of use should be provided for all students, identically whenever possible or in an equivalent form when not.

2. Flexible use. The learning design accommodates a wide range of individual abilities, preferences, schedules, and levels of connectivity.  Provide the learners with choice in methods of use. 

3. Simple and intuitive. The course interface design is easy to understand, regardless of the user’s experience, knowledge, language skills, technical skills, or current concentration level.  Eliminate unnecessary complexity. 

4. Perceptible information. The design communicates necessary information effectively to the user, regardless of ambient conditions or the student’s sensory abilities. 

5. Tolerance for error. The design minimizes hazards and adverse consequences of accidental or unintended actions. 

6. Low physical and technical effort. The design can be used efficiently and comfortably and with minimal physical and mental fatigue. 

7. Community of learners and support. The learning environment promotes interaction and communication among students and between students, faculty, and administrative services. 

8. Instructional climate. Instructor comments and feedback are welcoming and inclusive.   High expectations are espoused for all students. 





	Accomplished Standards 4.7  Student Support: Feedback



	
Students have the opportunity to give feedback to the instructor regarding course design and/or course content, after course completion; feedback mechanisms allow students to participate in course evaluation.

	Suggestions for students feedback:

· Instructor offers opportunities for students to give feedback on course content. 

· Instructor offers opportunities for students to give feedback on ease of online technology in the course.

· Instructor uses formal and informal student feedback in an ongoing basis to help plan instruction and assessment of student learning throughout the semester.

· Instructor uses formal or informal student self-assessments as they track their progress through the course or through their program.  

Often students have ideas or suggestions which may not be completely evident to you as the instructor. The student perspective may be valuable. 

Courses should over time continue to show improvement and it is vital that student input be considered in this process.
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