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Preface 

In keeping with the College of Social and Behavioral Sciences and 
university mandate to review and assess undergraduate courses taught 
at the university, the following instrument has been created to assist in 
the review and assessment of online and hybrid courses within the 
College. It should be understood henceforth that online and hybrid 
courses taught in the College should be subject to the same level and 
frequency of assessment as face to face courses. The College 
recognizes, however, that the online teaching environment differs in 
key aspects from face to face instruction. To that end the Instrument 
below is meant to provide departments with a method to assess online 
and hybrid courses and their unique pedagogical challenges. 

 

Individual departments should create a uniform process for assessing 
their online and hybrid courses that is consistent with their assessment 
of face to face courses. This Instrument can be used by departments for 
that purpose. However, it is up to individual departments to determine 
to what extent (if any) they employ this Instrument for assessment. In 
addition to course evaluations, this Instrument can be used to gather 
data and artifacts regarding online and hybrid instruction.  

 

The “Expectations” listed below are examples of instruction criteria that 
are either required by the PPM for all courses and/ or they are 



recommended evaluation criteria given the uniqueness of online 
instruction. “Indicators” are examples of how to meet the outcomes 
listed under “Expectations.” How many of the “Expectations” and 
“Indicators” are required, how outcomes are “Scored,” and any 
consequences that result from unfulfilled requirements by faculty is left 
to the determination of individual department policy. Nor is this 
Instrument necessarily all-inclusive. Individual departments should 
allow for faculty creativity and innovations not listed here.  

 

Departments should review and assess their online courses during their 
regular 5-year review cycle for state assessment, accreditation, post-
tenure review, etc. Online courses, like face to face courses, may also 
be reviewed by departments before the 5th year cycle based upon 
department policy. 

 

Note: For departments whose online undergraduate offerings meet the 
threshold listed in the College Online Teaching Policy, in order to be 
uniform and consistent in their assessment the College Review 
Committee will use this Instrument for their review of those courses.  

  



Best Practices for Online Courses  
College of Social and Behavioral Sciences 

1. Content Knowledge, Skills, Quality Product,  and Temperament for Instructional Technology 

Expectations Indicators Score 

Teacher has the prerequisite technology skills to 
teach online  

1. Demonstrates the ability to 
effectively use word-processing, 
spreadsheet and presentation 
software. 

 

2. Demonstrates effective use of 
internet browsers, email 
applications and appropriate 
online etiquette 

 

3. Incorporates multimedia and 
visual resources into an online 
module. 

 

4. Demonstrates the ability to 
modify and add content and 
assessment. 

 

5. Demonstrates growth in 
technology knowledge and skills 
in order to stay current with 
emerging technologies. 

 

NOTE: Posting material to the Internet is a form of 
publication that reflects not only the individual 
faculty member, but also the college and institution 
as a whole. 

  

NOTE: Online/hybrid course content must be 
presented in ways that are consistent with the 
highest professional publishing standards of each 
faculty member's discipline, and with publishing 
standards of Weber State University. 

  

NOTE: Content must be current at the beginning of 
each term, and there should be minimal or no errors 
present in the materials. 

  

 
 



2. Course Overview and Introduction: The overall design of the course, navigational information, as well as 
course, instructor, and student information are made clear to the student at the beginning of the course. 

  

Expectations Indicators Score 

Navigational instructions make the organization of 
the course easy to understand. 

Location ___________________  

Statement introduces course, technology, instructor, 
and student expectations at the beginning of the 
course. 

Location ___________________  

Manage student expectations by ensuring students 
understand the expected turn-around/response time 
for messages and grading. 

Mention of turn around/response time in 
FAQ, syllabus, introduction email, etc. 

 

Send informational “Welcome” message to students 
including how to login, what materials are needed 
and how to get them, and who to contact for 
technical assistance.  

Email from professor to students through 
eWeber portal or through Canvas. 

 

Include a Student FAQ (e.g., common questions 
about courses, registration, tuition, financial aid, 
course materials and software). 

Location ___________________  

Remind students to set up email forwarding to their 
preferred accounts; however, as a best practice, 
faculty and students should keep all course-related 
communications within the CMS space for the 
purpose of maintaining confidentiality of student 
educational record information. 

Location ___________________  

Encourage your students to be proactive in their 
learning by doing the following:  Regularly logging 
into course site, Submitting assignments on time, 
Completing quizzes within required timeframe, 
Reading messages and replying within required 
timeframe, Cooperating with teammates, etc. 

Location ___________________  

 

  



 
3. Syllabus: The course syllabus must provide information on the overall structure of the course. It is 

suggested that the following information be included:  

Expectations Indicators Score 

Instructor name and contact information (e-mail, phone/fax, e-office hours, etc.) 
and preferred contact method. Location _____ 

 

Required textbook(s) and course materials. Location _____  

Assignments (papers, exams, projects, etc.) and due dates. Location _____  

Grading criteria. Location _____  

Appropriate phrasing to support students in need of accommodations. Location _____  

Expectations and penalties for academic dishonesty; be specific about whether 
and to what extent collaboration among students is appropriate. 

Location _____ 
 

 
 
4. Learning Objectives: Learning objectives are clearly defined and explained.  They help the student focus 

on learning activities. 

Expectations Indicators Score 

Course learning objectives are clearly defined and 
measurable. 

Location ___________________  

Module/unit objectives are consistent with course-
level objectives and are measurable. 

Location ___________________  

 

5. Assessment: Assessment strategies use established ways to measure effective learning, are aligned to the 
learning objectives, and are designed as essential to the educational process. 

Expectations Indicators Score 

Assessment strategies use established ways to 
measure effective learning and are aligned to the 
learning objectives. 

Location ___________________  

Grading rubrics are clearly stated. Location ___________________ 
 

 

The instructor will write out and post clear 
instructions regarding length/quality of required 
online assignments. 

Location ___________________  

   



NOTE: Specific and descriptive criteria are provided 
for the evaluation of students’ work and 
participation. 

NOTE: When responding to student work, the 
instructor will refer to specifics so that students know 
their work has been read thoroughly.  

NOTE: Professor provides rubrics for 
online assignments.  When possible, the 
professor attaches a grading rubric to 
both the assignment (so the student 
knows how they will be graded) and the 
graded product (so the student knows 
what they were graded on). 

 

 

6. Resources and Materials:  Instructional materials are sufficiently comprehensive to achieve course 
objectives and learning outcomes.  

Expectations Indicators Score 

Instructional materials support the stated learning 
objectives. 

Location ___________________  

Instructional materials have sufficient breadth, 
depth, and currency for the student to learn the 
subject. 

Location ___________________  

 

7. Learner Interaction: The effective design of instructor-student interaction, meaningful student 
cooperation, and student-content interaction is essential to student motivation, intellectual commitment, 
and personal development. The teacher plans, designs and incorporates strategies to encourage active 
learning, interaction, participation and collaboration in the online environment. 

Expectations Indicators Score 

The learning activities promote the achievement of 
stated learning objectives.  

Example___________________  

Learning activities foster instructor-student, content-
student, and if appropriate to this course, student-
student interaction.  

Example___________________  

Clear standards are set for instructor response & 
availability (turn-around time for email, grade 
posting). 

Location ___________________  

The instructor will write out and post clear 
instructions regarding acceptable social behavior 
(online etiquette) in the online classroom. 

Location ___________________  

Demonstrates effective strategies and techniques 
that actively engage students in the learning process. 

E.g., team problem solving, in class 
writing, analysis, synthesis and evaluation 
instead of passive lectures. 

 



Facilitates and monitors appropriate interactions 
among students. 

Example___________________  

Promotes learning through group interaction. Example___________________  

Leads online instruction groups that are goal-
oriented, focused, project-based and inquiry-
oriented. 

Example___________________  

 

8. Learner Support: The course is effectively supported for students through fully accessible modes of 
delivery, resources, and student support.  

Expectations Indicators Score 

Students are provided information on how to contact 
technical support. 

Location ___________________  

Students are provided information on how to access 
tutoring support or other academic assistance.  

Location ___________________  

Students are provided information on how to access 
library resources. 

Location ___________________  

Students are provided information on how to access 
online lab resources if appropriate. 

Location ___________________  

 
 
9. The teacher provides online leadership in a manner that promotes student success through regular 

feedback, prompt response, and clear expectations. 

Expectations Indicators Score 

Consistently models effective communication skills 
and maintains records of applicable communications 
with students. 

Example___________________  

Provides a syllabus with objectives, concepts, and 
learning outcomes in a clearly written format. 

Location __________________  

 



10. The teacher models, guides and encourages legal, ethical, safe, and healthy behavior related to 
technology use. 

Expectations Indicators Score 

Establishes standards for student behavior that are 
designed to ensure academic integrity and 
appropriate use of the Internet and written 
communication. 

Presence of standards  

Identifies the risks of academic dishonesty for 
students. 

Location ___________________  

Demonstrates knowledge of resources and 
techniques for dealing with issues arising from 
inappropriate use of electronically accessed data or 
information. 

Notification that programs such as 
Turnitin may be used to determine if 
plagiarism occurred. 

 

 

11. The teacher develops and delivers assessments that measure student achievement of learning goals.  
The teacher modifies assessments and instructional methods to guide student learning based on 
assessment results.  Assessment of student preparedness for online courses. 

Expectations Indicators Score 

The teacher employs ways to assess student 
readiness for course content and method of delivery. 

Example______________________  

The teacher employs ways for students to effectively 
evaluate and assess their own readiness for course 
content and method of delivery. 

Example______________________  

Provides opportunities for student self-assessment 
within courses. 

Example______________________  

Provides access to the Canvas Student Module 
developed by WSU Online. 

Location_______________________  

The teacher develops and delivers assessments, 
projects and assignments that meet standards-based 
learning goals and assesses learning progress by 
measuring student achievement of learning goals. 

1. The teacher includes authentic 
assessments as part of the 
evaluation process. 

2. Demonstrates an understanding 
of the relationships between and 
among the assignments, 
assessments and standards-based 
learning goals. 

 



The teacher demonstrates competencies in using 
data and findings from assessments and other data 
sources to modify instructional methods and content 
and to guide student learning. 

3. The teacher reviews student 
responses to test items to identify 
issues related to test validity or 
instructional effectiveness. 

4. The teacher uses observational        
data to monitor course progress 
and effectiveness. 

5. The teacher creates opportunities 
for self-reflection or assessment 
of teaching effectiveness within 
the online environment (e.g. 
classroom assessment techniques, 
teacher evaluations, teacher peer 
reviews). 

 

 
 
12. Instructor provides a variety of information in their online “office” space 

Expectations Indicators Score 

Preferred method of contact is listed, along with 
alternative methods. 

Location ___________________  

Photo of instructor is provided. Location ___________________  

CV and/or autobiographical statement about 
instructor is provided. 

Location ___________________  

Office hours and/or availability is provided. Location ___________________  

 
 

RATING SCALE (for scoring grid) 

0 Absent – Component is Missing 

1 Unsatisfactory – Needs significant Improvement 

2 Somewhat satisfactory – Needs targeted improvements 

3 Satisfactory – Discretionary improvement needed 

4 Very satisfactory – No improvement needed 

 

 

 


