Web-based Curriculum Committee

Course Evaluation Procedure and Form

Faculty members who are developing an online course for the English Department and the WebCom member assigned as mentor/evaluator will follow the procedure below when a faculty member requests approval to teach an online course in the English Department.  These procedures apply to all courses to be taught online for the first time as well as all faculty applying to teach an online English course for the first time:
· Development of new online courses 

· Development of online versions of existing courses that have not been taught online 

· Courses previously approved for online delivery (such as ENGL1010 or 1020) 
· Faculty applying to teach an online course who have not previously taught online

Note:  In order to meet deadlines for requesting and scheduling courses, this process must begin no later than one full semester before course requests are due.
1.  The Committee chair provides this procedure and evaluation criteria to the faculty member requesting online course approval when the request is made. 

2.
The Committee chair assigns a mentor/ evaluator from the Committee membership. (Faculty requesting the mentor/evaluator can request a specific committee member to be the evaluator.)

3.
The assigned mentor/evaluator provides guidance at anytime during the development process as requested by the developer or applicant, and evaluates the course according to the criteria identified below, noting when appropriate any recommendations aimed at gaining course approval. 
4.
The mentor/evaluator reviews results with the faculty member and brings the completed evaluation form to the next committee meeting for consideration by the Committee.
5.
The Committee reviews the status of the criteria and recommends approval or revision.

6.
The mentor/evaluator sends a copy of the form to the faculty member if the Committee recommends revisions, and the process continues until the course meets criteria for approval.
7.
Following approval of the course, the Committee provides the faculty member with an Approved Online Course form that indicates that the Committee has approved the faculty member’s course for online delivery. 

Note: The Committee Chair and the English Department Chair maintain copies of all forms.
8.
The faculty member attaches a copy of the Approved Online Course form to her or his course request form for the appropriate semester and for all subsequent semesters when the online course is requested. 

Web-based Curriculum Committee

Course Evaluation Form
(Part Two—Mentor/Evaluator submits this form to the WebCom Committee Chair when completed.) 
Name of faculty requesting online course approval: 

__________________________________________________________________________
Name of course being developed: _______________________________________________

Name of mentor/evaluator: ____________________________________________________

Date of request for evaluation: _________________________________________________

	
Criteria
	Comments & Recommendations

	Introduction to Web Page includes course description and course prerequisites.

	

	Instructor contact information includes email address, fax number, office phone number, virtual office hours, instructor response time.

	

	Course syllabus provides specific course requirements and policies, required texts & materials, evaluation criteria, assignment deadlines & late policies, exam dates, and grading scale.


	

	Course links to external sources include mtsu.edu/online, University Writing Center, and MTSU library. All links are operational.


	

	Hardware / software requirements are clearly identified.


	

	Course navigation is logical and consistent, and course includes orientation to navigation layout.

	

	Requirements for file transfers reflect awareness of potential hardware/software limitations (i.e. file size or type) and provides appropriate options. 

	

	Course design promotes interactivity between instructor and student AND between student and student. It includes an email, student/teacher file exchange, and at least one of the following:

· Whole class discussion board

· Small group discussion board

· Virtual chat

· Small group virtual chat

· Small group file exchange


	

	Committee Recommendations:



	_____ Approved     _______________________________________________________________
                                                       Committee Chair Signature                              Date

_____ Revisions Recommended  ____________________________________________________

                                                       Committee Chair Signature                               Date
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