Web-based Curriculum Committee
Online/Hybrid Course Delivery Review Form
The purpose of the Online/Hybrid Course Observation process is to provide the English Department’s faculty who teach online/hybrid courses with feedback. 

1. By the first week of the semester when an online course is taught, the Committee chair assigns an observer from the Committee membership. 
2. By the second week of the same semester, the Committee provides the observer’s name and this procedure and evaluation criteria to the faculty member teaching the course online.
3. By the third week of the semester, the observer contacts the faculty member.

4. A minimum of three weeks prior to mid-term, the faculty member gives the observer access to the course.  (User the D2L Help site request form at http://www.mtsu.edu/d2lsupport/faculty/userrequest_d2l.shtml.  
Under Users To Be Added, Role, select Faculty Reviewer. 
5. During the week following midterm, the observer evaluates the course according to the criteria identified below, noting when appropriate any recommendations aimed at improving course delivery. 

The method used for the observational visit will be left up to the course developer and the observer: 1) online visit only or 2) online visit in the faculty member’s presence. 
6. The observer reviews results with the faculty member.  The process is repeated until the observer assigns a Yes for each applicable criterion.
7. The Committee sends copies of the observation to the appropriate curriculum committee (Lower Division, Upper Division, or Graduate) and to the Department Chair to be placed in the faculty member’s file.

Instructor __________________________

Course _____________________

Observer _________________________

Date _______________________

Y  meets standards 
N  does not meet standards
Course Design

 Navigation:
Y
N
Course homepage provides clear instructions on how to begin the course and where to locate course materials and instructor contact information.

Y   N
Orientation to course layout is included and helpful.
 Y  N
Course layout is clear, and easy to follow.
Y
N
Instructions for course activities are clearly presented (check for student questions, feedback).

Y
N
Calendar or schedule for activities and deadlines is easy to find and follow.

Y
N
Syllabus is easy to access and understand.

Y
N
Syllabus states communication and instructor response policies, including how to submit assignments, and the time frame for responding to student questions and for returning assignments.

Y
N
Syllabus provides instructions for using D2L Email, Discussion, Dropbox, Gradebook and any other tool available through the course.
Comments:

Course Interactivity
Interactive Tools include the following:

      __ Gradebook

__ Email





      __ Dropbox)
      __ Discussion board—whole class and/or small group
Interactive Tools may also include the following:

___Virtual Chat

___Small Group Virtual Chat

___Small Group Dropbox
___Other _________________________
Comments: 

Course Objectives 
2   1
are clearly stated and specify learning goals to be achieved for success.
2   1
are prominently displayed in the syllabus or other easily accessible course document.
Comments:

Course activities [List observed course activities (i.e., discussion boards, small group activities, writing assignments, quizzes, tests, etc.) ]

2   1
relate specifically to course objectives. 
2   1
include clearly stated instructions for technical and/or interactive components.
2   1
take into consideration limitations of the online environment—i.e. time for students to process and submit or post, and for the instructor to return assignments or post grades.
Comments:

Instructor
2   1
presents him/herself as helping students achieve the goals for the 




class/course  through supportive announcements and/or emails (promotes retention).
2   1
encourages questions.
2   1     responds to questions and comments effectively, constructively, and according to course

policy (within minimum of 48 hours).
2  1      returns assignments according to course policies (within two weeks minimum).

2  1   
contacts the course through announcement, email, or comments on graded assignments at least weekly.

Comments:

Strengths of the course:
Suggestions for improvement:
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