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Introduction
E-Learning provides alternative methods of delivery of college level courses to students both on and off
campus. SEARK College's E-Learning program includes courses from the General Studies, Technical
Studies and Nursing and Allied Health divisions. It is administered by the Library and E-Learning Division
and coordinated by the E-Campus Director.
SEARK College delivers e-learning courses primarily via the Internet. Students connect to SEARK's
MOODLE page to access all course material — syllabi, lectures, and assignments. They participate in
course activities using e—mail, chat rooms, discussion boards and on—line quizzes and exams. Students
enrolling in Internet courses must have reliable access to a computer with a minimum of 33.6kbps
Internet access. Internet courses may be created by SEARK faculty or utilize commercial e—packs which
require that students purchase access codes in addition to the course text. It is the College's policy to
offer only SEARK College developed courses.

Course Registration
Students register for E-Learning courses just as for more traditional courses following the procedures
described in the current college Catalog and Student Handbook.

Textbook adoption
Textbook Adoptions will be prepared and forwarded to the SEARK College Bookstore by the faculty
member teaching the course, or the E-Campus Director and/or Dean. Selection of materials will follow
the College policy as outlined below:
Selection of Textbooks – Prior to selection of textbooks, faculty members should discuss textbooks with
their Academic Dean and the Vice President for Academic Affairs, in order to improve book selection or
to override adoption policies. A single required set of textbooks must be approved for use in all course
sections. If faculty and Academic Dean cannot decide, the Vice President for Academic Affairs will break
the tie. Textbooks are adopted annually during the spring semester in order to be used in the fall
semester. Changes cannot be made in the middle of a school year. When textbooks are adopted it
should be for 2-year periods unless the technology or research makes them obsolete. Faculty will be
encouraged to adopt free/open source electronic books when possible. Adjunct instructors will use and
place on the syllabus, the same textbooks that are adopted by full-time faculty. If a text is listed as
required on the syllabus, it has been stocked in the bookstore at the instructors’ or departments’
request and must be purchased and used

Copyright Compliance
Use of copyrighted material in any SEARK College course, regardless of the method of delivery, must
comply with the Copyright Laws of the United States. The College's Copyright Policy is included in the
Appendix of this manual.

Rules and exemptions governing the use of copyrighted material for educational purposes vary
depending on the method of delivery. Specific information on the allowed use of copyrighted material is
included in the relevant sections of this manual. Additional information on Copyright and its impact on
instruction is available from the Dean of the Library and E-Learning Division.

Online Instructor’s Intellectual Property Policy
Ownership of Materials
The materials created by faculty members for distance education courses shall be treated in the exact
same fashion as materials created by faculty members of traditional courses. For further information,
please see page 36 of the employee handbook for Intellectual Property Policy.
For information on compensation and ownership for the development and instruction of distance
education (internet) courses, please see Page 6 and 7 of the e-campus manual.
Online course material developed by faculty members is the intellectual property of Southeast Arkansas
College. The faculty member who initially develops an online course has the right of first refusal each of
the first three times the college offers that online course. Faculty members and department chairs
should work together to alleviate scheduling issues.
The primary purpose of the intellectual property policy is to provide necessary protections and
incentives to encourage both discovery and development of new knowledge and it’s transfer for the
public benefit; a secondary purpose is to enhance the generation of revenue for Southeast Arkansas
College and creators of the online courses.

Changing and Updating Material & Re-transmission of Courses
Southeast Arkansas College’s statement on Intellectual property asserts that “Material created for
ordinary teaching use in the classroom or online and in department programs, such as syllabi,
assignments, and tests, shall remain the property of the faculty author, but the College shall be
permitted to use such material for internal instructional, educational, and administrative purposes,
including satisfying requests of accreditation agencies for faculty-authored syllabi and course
descriptions”.
Courses and course presentations shall not be recorded without prior knowledge and consent
from the faculty member. Such recordings are not to be reused or revisited without written
consent of the faculty member.
Copyright of recordings of courses and course presentations shall be owned by the faculty
member(s) as in the case of traditional course materials.
The faculty member (or an appropriate faculty body) who creates the course (or adapts a preexisting course) for use in distance education shall exercise control over the future use,
modification, and distribution of recorded instructional material and shall determine whether
the material should be revised or withdrawn from use.

Additional compensation (as with traditional courses) may be negotiated for faculty members involved
in extensive revision and modifications of courses they have developed.
Faculty are strongly encouraged to use Creative Commons licensing.

Creative Commons; Defining the "Open" in Open Content and Open Educational Resources
The terms "open content" and "open educational resources" describe any copyrightable work
(traditionally excluding software, which is described by other terms like "open source") that is either (1)
in the public domain or (2) licensed in a manner that provides users with free and perpetual permission
to engage in the 5R activities:
1. Retain - the right to make, own, and control copies of the content (e.g., download, duplicate,
store, and manage)
2. Reuse - the right to use the content in a wide range of ways (e.g., in a class, in a study group, on
a website, in a video)
3. Revise - the right to adapt, adjust, modify, or alter the content itself (e.g., translate the content
into another language)
4. Remix - the right to combine the original or revised content with other material to create
something new (e.g., incorporate the content into a mashup)
5. Redistribute - the right to share copies of the original content, your revisions, or your remixes
with others (e.g., give a copy of the content to a friend)

Course Syllabi
Course syllabi will be prepared and distributed. A sample syllabus is included in the Appendix of this
manual.
All syllabi will include:
a. Instructor’s name and contact information
b. Specific contact information for online students
c. Location of office and office hours
d. Course title and section number
e. Course description
f. Required textbook(s) and materials
g. Instructional methods
h. Statement on assessment of learning
i. On-line Attendance policy
j. Academic Dishonesty policy

k. Grading and testing procedures
l. Unit objectives stated in behavioral terms
m. Term objectives stated in competency terms
n. Description of term assignments and activities
o. Make-up policy
p. Student w/ Disability policy (ADA)

The Vice President for Academic Affairs and Academic Deans will verify that syllabi are posted
on Moodle, contain all information listed above and are available to students. This departmental
syllabus is to be used as the common syllabus by all instructors who teach a given course. Some
non-standard syllabi may be necessary for courses delivered over the Internet.

Instructor Contact Information
Generally, all student/instructor contact for an Internet based course should be within the course.
However, because problems do arise with any electronic delivery system, other methods of contacting
the instructor should be included in the course syllabus.
Information on how to contact a course instructor will be included in each course Syllabus. The ELearning Division will not give out contact information that is not included in the course material
prepared by the instructor. The Division may, in an emergency, contact the instructor directly to relay a
message or attempt to resolve a problem if the student has been unable to contact his/her instructor.

Minimum Requirements for Moodle Shell Policy
This policy is created as a rule and guideline for all courses (face-to-face and online) that have Moodle
course shells.
YOU MUST POST THE FOLLOWING:
1.

Instructors must add their course syllabus (via Simple Syllabus) to each Moodle course shell.

2.
A posted message on the Shell to students explaining what is expected of them and all
assignments that they will be responsible for.
3.
Virtual Office Hours Posted (not within the syllabus but as a separate document or posted
comment)
4.
Lecture Material (lecture notes, videos, etc.) Even the courses that use an online supplement such
as My Lab, WebAssign, or Townsend Press should have something posted.
5.

Lectures should be made available for students who are unable to attend the original sessions.

6.

Material organized by week or by topic. It must be easy for students to find and navigate through.

7.

Assignments posted. Quizzes, tests, discussions…something!

8. (For Internet Delivery Courses, or if we must transition to Internet Delivery again) Include AT LEAST
ONCE EACH WEEK a live, interactive session during your regular class time. (Voicethread,
FreeConferenceCall.Com, YouTube Channel, Zoom) Make sure students know when these live sessions
will be held. The recordings of these should be made available for students to access later, as well.
9.
Clear information regarding due date flexibility due to difficulty in accessing on-line materials for
students. (Make your due dates reasonable and be willing to work to allow students every reasonable
opportunity to complete work.
10. Links to helpful supplemental material to help students grasp material.
11. The quality and rigor of online courses should follow the same quality and rigor as a face-to-face
course.

Faculty/Student Interaction Policy
Definition
Distance Education- Distance Education is an approach to learning where instruction takes place outside
the traditional classroom setting. Instead of teaching face-to-face, instructors use an electronic delivery
method of hybrid method (face-to-face and electronic). These delivery methods are used to develop and
furnish content for instruction and interaction with students. Students in distance education courses are
encouraged to log in daily but must meet all required assignments by the due date, just as if they were
in a face-to-face course. Instructors establish guidelines and evaluation methods for how much each
lecture, reading assignment, discussion, homework, test, quiz, or project qualifies as a meeting during
the course of a week or course learning module. Faculty are encouraged to establish and maintain
contact with the student. Faculty should make regular and substantive interaction with their students a
key characteristic of their course throughout the semester. Faculty are required to respond within 24
hours excluding the weekend, to emails.

Guiding Principals
Faculty Availability- As stated in the e-campus manual, information on how to contact the instructor
shall be made available in the course syllabus. Most of the student/instructor interaction will be made
through the institutions Learning Management System (Moodle). However, faculty members will inform
students via syllabi of when and where should the need for consultation arise. Adjunct faculty that do
not hold office hours at the institution, should include their email contact information and should
respond to the student’s email, in case they need consulting. All faculty members are encouraged to be
available for student consultation, either via email, phone, or office, within their scheduled office hours,
to the faculty’s discretion.
Learning Environment- Online instruction should reflect the same kind of quality and rigor as that
created in a traditional (face-to-face) course. Online courses should strive to create and maintain a
relational and cooperative learning environment through commitment to quality instructor presence.

Course Evaluations
Course/instructor evaluations will be handled in a manner appropriate to the format of the course. All
courses will be evaluated through an on-line survey delivered each semester. A review and peerevaluation of all on-line courses will be conducted on a regular schedule to ensure all on-line courses
have been evaluated on a regular cycle.
E-Learning Orientation for Students
Orientation for courses delivered over the Internet will also be Internet based. The orientation will be
created as a 'course' within
Moodle, the learning management system used by SEARK College.

Online Course Evaluation Policy
Southeast Arkansas College values quality and rigor in the courses and instruction it offers its students.
Student evaluation of Academic courses are one of the ways the college can assess student learning
experiences, maintain and improve teaching performances of faculty, and enhance the quality of
courses.
Policy Statement
1. Student evaluations of the effectiveness of academic courses and the course instructor’s
teaching of that course shall be administered by Southeast Arkansas College for all courses and
course sections.
2. The purpose of student evaluations shall be used for assessing the teaching performance of the
course instructor, assessing the value of a course, and assisting members of the faculty in
improving teaching performances or the value of a course.
A. Student evaluations shall not be treated as the sole measure of a course instructor’s
teaching performance or the evaluation of a course.
3. Each course evaluations will be conducted through the college’s online course evaluation system
and will include the College’s standard survey questions.
A. Course evaluations shall be administered through the online course evaluation system for all
distance learning courses.
B. The evaluation form is uploaded to each individual course from an online survey software,
Survey Gizmo.
C. At the end of the evaluation period, the evaluations for each course will be sent to each
instructor for their courses.
4. Any exceptions to policy statement 3 A. must be authorized by the dean (or equivalent) and
communicated to the designated survey manager at least one week prior to the start of the
evaluation period.
5. Each academic department, program, or course, instructor has the option to develop additional
survey questions to be included in the online course evaluations for their department or specific
courses.

6.

7.
8.

9.

A. Department Chair or equivalent must submit department and instructor specific questions
or modifications of department/instructor specific questions to their department or
modifications of department/instructor specific questions to their designated survey
manager at least one week prior to the start of the evaluation period.
B. Course instructors are encouraged to develop and use formative evaluation tools during the
semester to assist in mid-course improvements in instruction and student learning.
C. Academic departments may administer additional measures to evaluate the effectiveness of
a course. However, these additional measures may not be used in lieu policy statement.
Course evaluations shall be administered online during the last three weeks of the Fall and
Spring semester, prior to the start of final exams.
A. Online course evaluations for accelerated and summer courses will be administered during
the last week of the month in which the course ends.
B. A dean (or equivalent) may request an alternative or additional evaluation period.
Students currently enrolled in the course shall complete the course evaluation anonymously.
Course instructors shall be able to view course evaluation response rates during and after the
evaluation period, however names of students who have or have not completed evaluations will
not be made available.
Course evaluation reports shall be available to appropriate course instructor, department chair,
and dean, on the date that final grades are viewable to students.

Reason for Policy
This policy provides guidelines for implementing uniform procedures for distance learning students,
to increase response rates, ensure data integrity, and improve the quality of courses and the
student’s learning.

Assignment of Online Credit Hour Policy
November 20, 2019
The institution’s assignment and award of credit hours shall conform to commonly accepted practices in
higher education. Those institutions seeking, or participating in, Title IV federal financial aid, will
demonstrate that they have policies determining the credit hours awarded to courses and programs in
keeping with commonly-accepted practices in higher education and with any federal definition of the
credit hour as they may appear in federal regulations, the institution must also establish policies and
procedures that result in an appropriate awarding of institutional credit.
Southeast Arkansas College shall define one credit hour (a minimum of 50 minutes) as college level
credit that is awarded for completion of coursework, the transfer of coursework from another
institution, or the evaluation of college-level prior learning. One credit hour (a minimum of 50 minutes)
reflects an amount of work represented in the intended learning outcomes and verified by evidence of
student achievement for these learning outcomes. A credit hour is awarded on the basis of the following
criteria:
For online courses; the completion of an equivalent amount of faculty instruction and student work, as
stipulated in the paragraph above, may occur over a different amount of time.
The following table illustrates how the instructional time and outside work time requirements should be
met for a 3-credit hour online course.

Requirements for a
3-credit hour Online
Course.

Online Instructional
Activity Time
Requirements
(work assigned)

Outside Work Time
Requirements
(amount of time
student will spend on
outside activities)

Total Time Per
Week Times Number
of Week(s)

15-week Online
Course

150 minutes (or 2.5
hours)

360 minutes (or 6
hours)

(150+360)*15=7650

8-week Fully Online
Course

Weeks 1-7: 307
Minutes (or 5.1
hours)

Weeks 1-7: 743
minutes (or 12.4
hours)

[(307+743) *7]
+[100+2

The time of direct faculty instruction and student work may vary depending on many different factors.
According to the U.S. Department of Education section 600.2 of the code of Federal Regulations defines “credit hour” as:
An amount of work represented in intended learning outcomes and verified by evidence of student achievement that is
an institutionally established equivalency that reasonably approximates not less than the following: One hour of
classroom of direct faculty instruction and a minimum of two hours of out of class student work each week for
approximately fifteen weeks for one semester or trimester hour of credit, or ten to twelve weeks for one quarter hour of
credit, or the equivalent amount of work over a different amount of time;
1. Or at least an equivalent amount of work as required in the previous paragraph of this definition for other
academic activities as established by the institution, including laboratory work, internships, practicums, studio
work, and other academic work leading to the award of credit hours.
2. The credit-hour definition does not dictate amounts of classroom time versus out-of-class student work. There is
no requirement that a 3-semester hour course meet 3 hours per week during a semester. The requirement is
that the institution determines that there is an amount of student work for a credit hour that reasonably
approximates not less than one hour of class and two hours out of class student work per week over a semester
for a semester hour.

Required Course Materials
Required course material may be purchased at the SEARK Bookstore on the SEARK campus in Pine Bluff. Students may
purchase texts from on-line vendors but must be sure they are purchasing the correct edition.
All Internet course material in online: syllabi, e-mail for instructor and classmates, assignments, lectures, exams, grades,
etc. Technical support for Internet courses is available on-line at the Help Desk or from the E-Campus Director and/or
Dean or the course instructor.

Assignments, Exams & Grades
All assignments, quizzes, tests, exams and grades for Internet based courses are online within the course. Any questions
or problems relating to assignments, exams and/or grades should be directed to the course instructor via the
established channels of communication

Proctoring Policy
The primary purpose of this document is to state the principal policies and procedures to acquaint Southeast Arkansas
College faculty with their obligations and resources related to testing in a distance-learning environment.
Tests and examinations at SEARK College can be accomplished through various means depending on the requirements
of the instructor, the academic program, and the College.
Non-Proctored Testing- Not all assessments of student work will require proctors. For example, some instructors
employ graded alternative assessment approaches, such as projects or journals. Likewise, take-home exams, low stakes
quizzes, or term papers are usually accomplished without proctoring. Non-proctored tests or examinations are
administered without a proctor and allow for students to take exams at a location of their convenience and within a
time frame specified by the instructor. Takehome exams are included in this category. Non-proctored examinations are
permitted at the discretion of the instructor. The time frame of the non-proctored exam will be provided in class
materials.
Proctored Testing- Proctored tests or examinations are managed by a person or service that administers and monitors
assessments other than the instructor. A proctor or proctoring service has the responsibility of verifying the identity of
the test taker, ensuring appropriate test conditions are met, and monitoring the actual tests or exams. Faculty should
only require students taking high-stakes exams (i.e. midterm or final exams) to be proctored using the proctoring service
provided by SEARK.
On-Campus Proctored Testing- Generally, on-campus proctored exams will take place in the SEARK Library Testing
Center. Faculty will be required to fill out a proctoring form for each course, if they are going to require their student’s
exam to be proctored on-campus. The forms can be email to the Distance Learning Coordinator or the Librarian. Oncampus proctored exams need to be kept within the same time limitations that a student in the classroom sections
would have, unless the student has a documented accommodation. No exams should exceed the time period that an inperson class would have for an exam.

Academic Integrity Policy
ACADEMIC INTEGRITY FOR ON-LINE COURSE Students are expected to complete coursework and participate in the
course with academic integrity and honesty by adhering to the following:
(1) Do not share Moodle login information with any other person;
(2) Do not seek or accept any assistance with coursework, unless directed and approved by the instructor;
(3) Do not submit any work that is plagiarized in any way, all work should be the original work of the enrolled student
and include appropriate citations for borrowed information;
(4) Document all material drawn in any manner from outside sources with appropriate citations.
(5) All work submitted for the course should be current work (no work done previously for other courses), original work
complete solely for this course.
(6) Exams should be taken without the aid of books, notes or use of outside websites. Plagiarizing answers from outside
sources will result in a zero on the exam.
SEARK ACADEMIC INTEGRITY Southeast Arkansas College holds the highest expectation of students in respect to their
role as members of a community of scholars. To this end, students are expected to behave as responsible members of
the college community and to be honest and ethical in their academic work. SEARK’s mission to create a community of
lifelong learners who will be the leaders of tomorrow challenges faculty to work diligently to strives to build a
foundation of knowledge, skills, judgment and wisdom students need to participate meaningfully in society as educated
adults. To falsify or fabricate the results of one’s research; to present the words, ideas, data, or work of another as one’s
own; or to cheat on an examination, violates the core values of higher education.
Guidelines for Academic Integrity SEARK holds students fully responsible for the content and integrity of the course work
they submit. Students are expected to uphold the following standards of academic integrity:
• Students must do their own work and submit only their own work on examinations, essays, written assignments,
reports, presentations, and projects.
• Students are responsible for properly documenting information borrowed through paraphrase, summary or direct
quotation using the documentation style required by their instructor.
• Students must follow all written and/or verbal instructions given by instructors or designated college representatives
prior to taking examinations, placement assessments, tests, quizzes and evaluations.
• Students are responsible for adhering to course requirements as specified by the instructor in the course syllabus.
Academic dishonesty (academic misconduct) is defined as the misrepresentation of one’s academic work, which
includes, but is not limited to: 1. Cheating: the intentional use or attempted use of unauthorized materials, information,
or study aids in any academic exercise, for example:
• copying or using notes, examinations, or other instructional material during examinations, tests, or quizzes
• using another person to write a paper or any part of a paper, without indicating the person’s contribution with proper
documentation • obtaining, using, or possessing unauthorized copies of an examination or any written work to be
graded, or receiving unauthorized information regarding examinations
• submitting another’s assignment as one’s own • having an examination taken or other graded assignment completed
by a someone else
• altering or falsifying examination results after they have been evaluated by the faculty member and returned to the
student

• writing, without authorization, the answer to an exam question outside class and submitting that answer as part of an
in-class exam 2. Facilitating academic dishonesty: the intentional or knowing help or attempt to help another to commit
an act of academic dishonesty, such as:
• completing, in whole or part, an examination, or other graded assignment for someone else
• permitting another student to copy one’s work during an examination, test, or quiz
• permitting another student to copy one’s written work whenever the work is to receive a grade
• collaborating with another individual or individuals in the completion of course assignments when collaboration is not
permitted
• giving test questions or answers to anyone else
• selling or purchasing all or part of examinations, papers, or other assignments
• posting materials from a publisher without their express written permission
• posting copies of, and/or answers to; tests, quizzes, or other assessments (e.g. lab reports) 3. Plagiarism: the
intentional or unintentional presentation as new and original an idea or product derived from an existing source without
properly citing the source of the material, for example:
• duplicating an author’s work (in part or whole) without quotation marks and/or accurate citations
• duplicating an author’s words or phrases or ideas with accurate citations, but without quotation marks as necessary
• using an author’s idea(s) in paraphrase without accurate citation(s)
• submitting, without quotation marks, an essay or written work to be graded in which exact words are merely
rearranged even though cited 4. Other forms of academic dishonesty, such as:
• submitting or resubmitting the same paper for two different classes/courses without the explicit authorization and
approval of the faculty members teaching those classes/courses
• fabrication: intentional and unauthorized falsification or invention of any information, data, or citation in an academic
exercise

Technical Support
The Coordinator of E-Learning and/or the Dean of the Library and E-Learning Division are available to provide support
for faculty and students involved with distance education at SEARK. If a problem/concern cannot be resolved by either
of those individuals, they will refer the problem to whomever or whatever resource can resolve the situation.

Professional Development & Technical Support
The Educational Technology Coordinator is available to provide technical and instructional support to all instructors
involved in E-Learning.
Training in the use of E-Learning software, equipment and techniques is available to individuals and/or groups.
Print and electronic resources to support the e-learning instructor are available in the SEARK College library.
E-mail communications and information on electronic resources to support the distance education program will be
shared with instructors as they become available.

Compensation & Course Load Policies
Distance Learning Courses - Internet courses may be counted the same as a classroom course for the purpose of
determining faculty-teaching load. Instructors with fewer than 10 Internet students per course section will be
compensated at a rate of $90.00 per student until the maximum of $2,100 is reached. Maximum enrollment in a specific
section of an Internet course is the same as in person lecture courses. NOTE: Full compensation per semester credit hour
of instruction is $700 for a minimum of 10 students per class. Pro-rated compensation for a class of fewer than 10 is
calculated at the rate of $90.00 per student.

Course Development & Ownership Policies
The policy detailed below was developed by the E-Learning Committee and reviewed and approved by the Instructional
Affairs Committee, the College Council and the Board of Trustees of Southeast Arkansas College.
Online Course Development
Proposals and/or suggestions for courses to be developed for the Internet can come from the Institution or interested
faculty.
• Current full-time faculty (based on experience with Internet instruction and/or seniority) will have rights of first
refusal for the development of courses in her/his field when development is suggested/solicited by the
Institution.
• Course development proposals, including course description and time line, will be submitted for
review/approval to the Division Dean or Chair, Dean of E-Learning, Instructional Affairs Council, Vice President for
Academic Affairs and College President.
• Completed courses must be approved and accepted by the E-Campus Director, Dean or Chair of the Division
under which the course will be offered and the Vice President for Academic Affairs.

A Course Development Agreement will be prepared and signed by the Developer, Division Dean or Chair, Vice President
for Academic Affairs, and Coordinator of E-Learning and will include:
• A course description including the course syllabus with expected outcomes, general assignments and exam
schedule.
• A statement describing the College's responsibility to provide training and support including:
• Training in use of designated software. Access to necessary software and equipment.
• Assistance with obtaining copyright clearances.
• A timeline with expected date of completion of the course.
• A statement describing the course ownership (see below).
• A statement of agreement to comply/observe all applicable laws.
• A statement of compensation, with pay schedule and description of penalties for non—compliance with the
conditions of the agreement.
• A statement describing the review necessary for acceptance of the completed course.

Compensation & Ownership
Compensation for the development and instruction of Internet courses will be based on the status of the developer (i.e.
full-time faculty or adjunct faculty) and will be considered a part of the instructor’s regular course load or overload.
• Development of an Internet course will be considered the equivalent of teaching a course of the same credit
hours with one (l) preparation. Details of the amount and schedule for compensation will be included in the
agreement cited above.
• For full time faculty, if there is no overload involved; payment will be part of the instructor's salary. For adjunct
faculty or full-time staff with limited or no teaching assignments and full time faculty where the development of
the Internet course is considered an overload, payment will be awarded when the course is completed.
• The major revision of an Internet course (described below) will be considered the equivalent of teaching a one
(1) credit hour course with one (1) preparation. Details of the amount and schedule of compensation will be
included in the agreement cited above. Instruction of an Internet course will be compensated on the same
basis as the instruction of any other course.
• The original developer will be offered first refusal to teach any or all sections of the course whenever it is
offered. SEARK College retains the right to assign other instructors, if necessary, to provide enough sections to
meet student demand.
Ownership of courses developed for SEARK College will be covered by the agreement cited above and will be distributed
as follows:
• The copyright for the entire course will belong to the College with full credit for authorship to the course
developer.
• The developer will retain the right to use her/his own material (i.e. lectures, examples, etc.) in traditional
courses at SEARK College and any other institution and/or in the creation of another work in another medium
(i.e. print).
• SEARK College will have the right to license the use of the Internet course for use by another institution with a
percentage (to be determined in the agreement cited above) of any royalties received being paid to the
developer so long as the developer remains affiliated with SEARK College. The developer will retain the right to
use his/her course at another institution without payment of royalties to SEARK College when no longer
affiliated with SEARK College and with notification to SEARK College.
• The authority to authorize a major revision of any Internet course developed by SEARK College staff will rest
with the College. The need for a major revision may be proposed by the course developer and/or instructor.
• The original course developer will be offered 'first refusal' on any proposed major revision of his/her course.
• The procedures for development and rules covering compensation and ownership described above for new
course development will apply to any major revision of an Internet course developed by SEARK College staff.
• A major revision will be one where a completely new text is adopted for the course and/or major changes
have occurred in the field.
• Minor revisions will be considered a part of the course instruction and will not be subject to any special
agreement and/or compensation

APPENDIX

Educational Technology Coordinator-Job Description

SOUTHEAST ARKANSAS COLLEGE JOB DESCRIPTION

TITLE:

Special Instructor – Educational Technology Coordinator
Provides technology support to faculty and students in the use of classroom technology, as well as training and
integration of technology tools into regular curriculum. The primary of objective of this position is to improve
student learning and to enhance the students’ experience, retention and success through the effective use of
technology. In addition, this position will help perform IT functions during busy seasons.

IMMEDIATE SUPERVISOR:
Vice President of Academic Affairs

GENERAL STATEMENT OF THE FUNCTION:
In cooperation with the Division Deans and/or Department Chairpersons, coordinates, organizes, implements and
provides technical support for all distance learning courses and activities on campus. Will also function as the system
administrator for Moodle.

DUTIES AND RESPONSIBILITIES:
1. Manages and maintains the College’s Moodle Learning Management System (LMS) for use of online and offline
courses. This includes, but is not limited to, creating student accounts, creating courses, importing course data for
instructors, enrolling accounts in courses, and dropping accounts from courses on a regular basis throughout the
semester to keep the course participant lists up to date with in the LMS. Must also ensure that Moodle is within
its user account limit.
2. Works collaboratively with Department Chairpersons, Division Deans and Faculty in creating new online or hybrid
courses/programs to increase student retention and success rates; recommends technical and pedagogical
solutions, as well as best practices, that will serve desire course learning outcomes.
3. Works with and instructs faculty in applying accessibility and usability standards, requirements, and laws in course
design to ensure that all instructional technologies used to support learning are universally accessible and in
compliance with laws and standards.
4. Coordinates and supervises distance learning support for distance-learning and on-campus students and
instructors, responding to telephone, electronic and personal inquiries regarding the LMS.
5. Provides assistance to faculty in the correct use of Moodle Gradebook for entering grades for all courses, both on
and off-line.
6. Assesses opportunities and formulates strategies for leveraging technology to transform teaching and learning at
SEARK College.
7. Stays abreast of higher education and industry trends, new technologies, and developing instructional strategies;
8. Works with key stakeholders and units, including the VP of Academic Affairs (VPAA), to significantly advance
inclusive excellence in education with the goal of bolstering the full participation of all students, faculty and staff;

9. Works with Department Chairpersons, Division Deans and the VPAA to evaluate and ensure all distance courses
meet acceptable standards for academic rigor, accessibility and interaction between instructor and students.
10. Provides scheduled and on-demand instructional technology coaching to faculty, by developing and delivering
professional development sessions on technology as a teaching tool.
11. Develops and curates a collection of current training materials in the field of instructional design to be used by
faculty and staff.
12. Monitors performance of faculty to ensure they are gaining new technology skills.
13. Organizes and/or coordinates training for faculty in use of instructional technologies and educational best
practices, instructional resources, instructional technologies and multimedia hardware/software to support
teaching and learning.
14. Ensures compliance with licensing and copyright laws and regulations.
15. Organizes and/or coordinates training and technical support in use of all distance learning equipment and/or
software to faculty, staff and students.
16. Prepares appropriate orientation material/programs for distance-learning students.
17. Works with College assessment staff to prepare and tabulate evaluation tools for distance learning students and
faculty;
18. Tracks and provides assessment data on persistence, completion and success rates of all distance-learning courses
to the Department Chairs, Division Deans, VPAA and Assessment Committee.
19. Consults in decision-making based on distance-learning data by assisting in the development of improvement
plans for areas where problems or concerns have been noted.
20. Prepares budget requests for the distance learning program to submit to the VPAA .
21. Working with College’s Information Technology staff selects, installs, troubleshoots and coordinates the repair of
distance learning equipment and software.
22. Consults with the College’s Marketing Department to develop and implement, in concert with programs based in
academic divisions, a distance education marketing strategy.
23. Participates in professional organizations and attends professional workshops and/or conferences as approved.
24. Serves on College committees as assigned.
25. Performs other duties as assigned.
MINIMUM QUALIFICATIONS: Master’s degree and three years of experience in distance education. Other job-related
education and/or experience may be substituted for all or part of these basic requirements, upon approval of the
College Administration.

PREFERRED QUALIFICATIONS: Experience as a Moodle system administrator preferred.
SALARY: Commensurate with qualifications and experience.
APPLICATION DEADLINE: Review of applications will begin immediately and continue until position is filled. Interested
individuals should send a completed Southeast Arkansas College employment application, resume, official college
transcripts, and provide name, address, and phone number of three (3) references.

Sample Syllabus-Simple Syllabus Template

“SEARK
College is committed to building a community of lifelong learners
who will become the leaders of tomorrow”

COVID-19 SEARK College Response
SEARK College has made every effort to provide a safe learning environment for our return to in-person instruction
during the Fall 2020 semester. The College is following the most up-to-date guidelines set forth by the Arkansas
Department of Health and the Centers for Disease Control and Prevention. Given the uncertainty surrounding the
continuing threat from the COVID-19 pandemic, we acknowledge there is potential for the interruption of in-person
instruction during the course of this semester. While it is the goal of the institution to offer face-to-face classes, the
social distancing measures arising out of the COVID-19 pandemic have caused classes to be offered in a hyflex
format this semester. Hyflex is a combination of face-to-face attendance, Zoom (live and recorded video), and
Moodle activities. This means every course offered will have a component where internet access is essential to
course success. Students are strongly encouraged to secure WiFi access they can use for the semester either on or
off campus. A list of internet options is provided on the SEARK website, or you may contact the Division Deans for
more information.
Our focus is on continued quality instruction with as high a level of faculty/student interaction, while focusing on
ways to protect our students, faculty, and staff according to recommendations from public health officials. If the
College is forced to close the on-campus class meetings and transition to remote instruction only, limited access to
computers in either labs or the library will be made available (as long as it can be safely accomplished) by
appointment only for those who have no other means to complete their work. In addition, WIFI is available at the
SharkPond, located on the Tech Building Parking Lot, and a list of other free WIFI locations throughout our area will
be provided on the College Website & in Moodle. Devices with web cameras may also be necessary to facilitate
remote instruction.
College officials will provide students with as much advanced notice and information as possible if the transition to
remote-only instruction becomes necessary. Please remember, all official notifications are made through your
official SEARK email account, the SEARK website, and Moodle. You are responsible for checking your College
email to ensure you receive the latest updates regarding this course.

COVID-19 Mandatory Face Mask Policy
Effective Monday, July 27, 2020, Southeast Arkansas College will require all students, faculty, staff and guests to
our campus to wear appropriate face coverings while inside any campus building or facility where proper social
distancing may not always be possible. Wearing a face covering is in addition to proper six-foot social distancing,
not a substitute. Anyone not using an accepted face covering when required, or using it improperly, will be asked to
wear one or leave the area. Repeated refusal to comply with these requirements may result in discipline through
appropriate channels.
Exceptions to the face mask requirement will be made on a case-by-case basis. If the exception is requested due to
medical concerns, physician documentation will be required. For students, this should be presented to Disability
Services, and faculty/staff should forward to Human Resources. In cases where an exception is granted, the use of
a face shield will be substituted for a face mask.
The appearance of the face mask is subject to Faculty/Staff Handbook (Section 1.8.1) for all faculty and staff. Issues
with the appearance of student face masks or coverings will be reported to the VP for Student Affairs for review
under the Student Code of Conduct.

Grading and Testing Procedures
Grades will be recorded in the Moodle gradebook.

Accessing Grades
Moodle gradebook is the official gradebook for recording grades for each course. All grades will be recorded in
Moodle gradebook, and the student will be able to view his/her current grade throughout the semester. Any grades
from work done in any supplemental software platforms or offline work will be recorded in the Moodle gradebook by
the instructor.
Semester grades are posted in WebAdvisor, and students will be able to access their final course grade in
WebAdvisor at the conclusion of the semester.

Student Learning Outcomes (Core General Education Objectives)
Students at Southeast Arkansas College will be prepared with the general and technical education needed for
successful careers or for transfer to other institutions to pursue baccalaureate degrees. The College believes that
general education is an essential component of all one- and two-year programs offered at Southeast Arkansas
College. It strives to emphasize the integration of academic and technical education in the experiences provided to
its students in order to make both general and technical education more relevant. Specifically, the College strives to
instill in its students competence in the following:
Knowledge of Human Cultures and the Physical and Natural World: Through study in the sciences and
mathematics, social sciences, humanities, histories, languages, and the arts. Focused by engagement with big
questions, both contemporary and enduring.
Intellectual and Practical Skills, Including: Inquiry and analysis, Critical and creative thinking, Written and oral
communication, Quantitative literacy, Information literacy, Teamwork and problem solving. Practiced extensively,
across the curriculum, in the context of progressively more challenging problems, projects, and standards for
performance.
Personal and Social Responsibility, Including: Civic knowledge and engagement—local and global, Intercultural
knowledge and competence, Ethical reasoning and action, Foundations and skills for lifelong learning. Anchored
through active involvement with diverse communities and real-world challenges.
Integrative and Applied Learning, Including: Synthesis and advanced accomplishment across general and
specialized studies. Demonstrated through the application of knowledge, skills, and responsibilities to new settings
and complex problems.
Adopted in May, 2019. Adapted from the Association of American Colleges & Universities

Program Objectives
General Studies Associate of Arts Outcomes
Intellectual and Practical Skills: Locate, access, evaluate and effectively use information from reliable sources

Intellectual and Practical Skills: Demonstrate critical thinking skills necessary to analyze, interpret and communicate
effectively.
Intellectual and Practical Skills: Apply logic, reasoning and knowledge to problem solving
Knowledge Human Culture & Physical and Natural World: Demonstrate an awareness of cultural knowledge.
Integrative and Applied Learning: Apply knowledge of theories, information and processes to complete tasks related
to the discipline.
Personal and Social Responsibility: Demonstrate an understanding of ethical social, personal and interpersonal
engagement.

Activities and Assignments
Class
Meeting
Date

Topic for
discussion/Assignment

Instructions

Reading/Homework to Grading
Complete Assignment Information

Due Date

Academic Dishonesty Policy
Academic dishonesty as defined in the SEARK Student Conduct Policies, includes, but is not limited to: 1.
Submitting the programs/program documentation of another as one’s own work, 2. Obtaining or attempting to obtain
unauthorized access to information stored in electronic form, and, 3. Submitting false results of a program’s output
for a class assignment or falsifying the results from a program execution for the purpose of obtaining a passing
grade.
Cheating in any form (including using unauthorized materials, information, or study aid in any academic exercise,
plagiarism, falsification of records, unauthorized possession of examinations; any and all other actions that may
improperly affect the evaluation of a student's academic performance or achievement; and the assistance of others
in any such act) is forbidden. An instructor who has proof that a student is guilty of cheating may take appropriate
action up to and including assigning the student a grade of F for the course and having the student suspended from
the class. A description of the incident and the action taken will be reported to the Vice President for Student Affairs.
If contested, this matter will be referred to the Student Disciplinary Committee.

Disabilities Policy
AMERICANS WITH DISABILITIES ACT
Southeast Arkansas College abides by Section 504 of the Rehabilitation Act of 1973, which stipulates that no
student shall be denied the benefits of an education "solely by reason of a handicap." Disabilities covered by law
include, but are not limited to, learning disabilities, hearing, sight, or mobility impairments. If you have a documented
disability that may have some impact on your work in this class and for which you may require reasonable
accommodations, please visit the Office of Disability Services, located in the Retention Center-Room 161 so that
such reasonable accommodations may be arranged.

FERPA Policy
The Family Educational Rights and Privacy Act of 1974 (FERPA) is a federal law that protects the privacy of student
education records. The law applies to all schools that receive funds under an applicable program of the U.S.
Department of Education. This means that any personally identifiable information about the student and information
about the student's academic work is protected and cannot be divulged to anyone other than the student. Any
student enrolled in an institution of higher education is protected by this law, regardless of age.
FERPA protections go into effect on the first day of classes of your first term of enrollment. FERPA does not apply
to records of applicants for admission who are denied acceptance or, if accepted, do not attend an institution.
Former students have the same FERPA protections regarding their education records; however, they may no longer
request that a privacy status be placed on them.
Your Record Review & Amendment Rights

FERPA affords students who have attended a post-secondary institution the following rights related to their
education records:


Inspect and review information in your education record



Request amendment of your education record



Consent to disclosure of personally identifiable information in your education record--To allow access to any
portion of your educational record, you must sign a release form, indicating the person to whom you are
granting access, and the information that you are allowing that person to access. The consent forms may
be obtained in the Registrar's Office. Students may also ask that a privacy status be placed on their
education records by visiting the Registrar's Office.



To File a complaint with the U.S. Department of Education regarding a FERPA violation, contact: (Family
Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, Washington, DC
20202)

Campus Safety
Southeast Arkansas College values the safety of all campus community members. To report suspicious activity or to
request a courtesy escort, call campus police at (870) 850-4911. You will receive important emergency alerts and
safety messages regarding campus safety through the SEARK Alert system. Please be sure that your cell phone
number is correct in the Student Planning screen of WebAdvisor in order to receive these alerts. To view the
College’s safety plan go to: https://www.seark.edu/sites/default/files/images/SEARK_All_Hazards.pdf.

Student Questions or Issues
Step one: SPEAK TO YOUR INSTRUCTOR
Step two: SPEAK TO THE DEPARTMENT CHAIR
Humanities & Social Sciences -- Prof. Melanie Haas
Math & Science -- Prof. Michelle Pullman
Mechanical & Technical -- Prof. Iry Rice
Business, Criminal Justice & Computers -- Prof. Cardell Meadows
Nursing -- Prof. Tonya McBride
Allied Health -- Prof. Scott Gann
Step three: SPEAK TO THE DIVISION DEAN
General Studies -- Prof. Tracy Harrell
Technical Studies -- Ms. Lyric Seymore
Nursing & Allied Health -- Prof. Joyce Scott

Important Dates
Important Phone Numbers

The 7 Principals of Quality Matters Rubrics
Principle 1: Good practice encourages contact between students and faculty.

Frequent and timely student-faculty contact is the most important factor in
student motivation and involvement, particularly in a distance education
environment. Evidence of faculty concern helps students get through challenging
situations and inspires them to persevere. Knowing a few faculty members well
enhances students' intellectual commitment and encourages them to think about
their own values and future plans.
Examples of evidence to look for:

•

•
•

•

•

•
•

A "welcome message" is provided at the beginning of the course
that encourages student-to-instructor contact for course-related
discussions or concerns.
The instructor encourages and fosters a healthy exchange of
ideas and sharing of experiences among course participants.
The instructor initiates contact with, or respond to, students on a
regular basis in order to establish a consistent online presence in
the course (and prior notice is given to students in the event that
the instructor will be unavailable for more than a few days, such as
might be the case during professional travel).
A prominent announcement area is used to communicate important
up- to-date course information to students, such as reminders of
impending assignment due dates, curriculum changes, scheduled
absences, etc.
The instructor holds regular office hours, and by appointment, that
are mediated by technology (e.g., the telephone, chat areas, Adobe
Connect Pro) to accommodate distance students.
Student inquiries are responded in a timely manner.
The instructor provides students with interaction space for study
groups, "hall way conversations,” etc.

Where to look:
•
•
•
•
•

Discussion forums
Email messages
Posted announcements
Course syllabus
Chat & Virtual Rooms

Resources:

•
•

“What to do when opening a course” https://www.e- education.psu.edu/facdev/pg3
“Using online icebreakers to promote student/teacher interaction” http://www.southalabama.edu/oll/jobaidsfall03/Icebreakers%20Onl
ine/ic e breakerjobaid.htm

Principle 2: Good practice develops reciprocity and cooperation among students.

Learning is enhanced when it is more like a team effort than a solo race. Good learning,
like good work, is collaborative and social, not competitive and isolated. Working with others
often increases involvement in learning. Sharing one's own ideas and responding to others'
reactions sharpens thinking and deepens understanding.
Examples of evidence to look for:

•

•
•

•

•
•
•
•
•

Regular opportunities for students to engage in one or more
of the following activities:
o Formal and/or informal discussions of course topics
o Collaborative course assignments
o Study groups
A "meet one another" activity at the beginning of the course so
students can begin to make personal connections.
Encouragement to students to strengthen their online presence
in the course by sharing links to their e-portfolio, personal Web
site, and/or posting a photo of themselves to the class Web
space.
Group assignments that follow the basic tenants of cooperative
learning (see Resources, below) in order to avoid the common
pitfalls of "group work."
An explanation of the criteria for “good” discussion participation.
Modeling of good discussion participation practices by the instructor.
Discussion prompts that help to guide and elicit student
participation in class discussion activities.
Instructor facilitation of class discussions by encouraging,
probing, questioning, summarizing, etc.
Student interaction space(s) for study groups, "hall way
conversations,” etc.

Where to look:
•
•
•
•
•

Instructional materials / Assignment directions
Discussion forums
E-mail messages
Course syllabus
Chat space

Resources:

•

•

•

“Strategies to Promote Online Discussion” http://members.shaw.ca/mdde615/howcommunica
te.htm
“Ice-breakers” http://www.ion.uillinois.edu/resources/pointersclickers/2002_01/
index. as p
“Leading and Facilitating Discussion” -

Principle 3: Good practice encourages active learning.

Active learning methods engage students in the learning process by encouraging
them to discover, process, and apply information. Empirical support for the positive
impact of active learning on student achievement is extensive. i
Examples of evidence to look for:

•

•

•

Student activities that involve one or more of the followingii:
o Active use of writing, speaking, and other forms of self-expression
o Opportunity for information gathering, synthesis, and analysis in
solving problems (including the use of library,
electronic/computer and other resources, and quantitative
reasoning and interpretation, as applicable)
o
Engagement in collaborative learning activities
o
Application of intercultural and international competence
o Dialogue pertaining to social behavior, community, and
scholarly conduct
o For General Education courses, three or more of these
activities are integrated into courses offered in the
knowledge domains
(http://www.psu.edu/ufs/geic/framewrk.html):
Opportunities for students to “customize” their learning by
tailoring assignments to their personal and professional
interests and needs.
Examples of student work where they
o Think, talk, or write about their learning
o Reflect, relate, organize, apply, synthesize, or
evaluate information
o
Perform research, lab or studio work, or physical activities
o Participate in, design, or develop educational
games and simulations.

Where to look:

•
•
•
•
•

Course syllabus
Instructional materials
Assignment dropboxes
e-Portfolios
Discussion forums

Resources:

•

•

“How Can Teachers Promote Learning and
Thinking?” http://www.pgcps.pg.k12.md.us/~elc/theory9.
html
“Inquiry-based Learning” - http://www.schreyerinstitute.psu.edu/pdf/IBL.pdf

Back to Criteria

Principle 4: Good practice gives prompt feedback.

Instructors help students frequently assess their knowledge and
competence and provide them with opportunities to perform, receive
meaningful suggestions, and reflect on their learning.
Examples of evidence to look for:

•
•
•
•
•
•
•

•
•

Information about course feedback methods and
standards on the course syllabus.
Option (or requirement) for students to submit
drafts of assignments for instructor feedback.
Meaningful feedback on student assignments that is
provided within a publicized, and reasonable, time
frame.
Assignment feedback that is clear, positive, specific, and
focused on observable behavior that can be changed.
Clearly communicated course and individual assignment
grading criteria.
Up-to-date, student-accessible course gradebook.
An open discussion forum where students can ask
questions, and receive instructor feedback, about
course content and activities.
Student surveys that provide the instructor with
feedback for course improvement.
Examples of student work that demonstrate
advancement toward learning goals.

Where to look:

•
•
•
•
•
•

Course syllabus
Instructional materials / Assignment directions
Assignment dropboxes and e-portfolios
Course gradebook
Discussion forums
Survey instruments

Resources:

•

•
•

TLT Ideas for Giving Prompt, Better
Feedback to Students http://www.tltgroup.org/SEVEN/4_Feedba
ck.htm
Providing Feedback - http://www.netc.org/focus/strategies/prov.php
Collecting Feedback That Improves Teaching and
Learning http://www.schreyerinstitute.psu.edu/Tools/Midsemes
terFee dback

Principle 5: Good education emphasizes time on task.

The frequency and duration of study, as well as effective time management
skills, are critical for students and professionals alike. Students need help in
learning to manage and prioritize their study time.
Examples of evidence to look for:

•
•

•

•
•
•

•

A published course schedule that outlines topics to be
covered and assignment due dates so students can plan
their workload accordingly.
Information on the course syllabus that provides an estimate of
the amount of time students should spend on the course (e.g.,
“”On average, most students spend eight hours per week
working on course assignments. Your workload may be more or
less depending on your prior experience with computing and the
Web in general, and with this subject in particular.”)
Time-to-completion information on course
assignments (e.g., “This assignment should take you
approximately 2 hours to complete.”)
Course-specific study tips that provide students with
strategies for utilizing their time well.
Assignment feedback that provides students with
information on where to focus their studies.
Assignment due dates and timeframes that take into
account the nature of the target audience. For example, a
course targeted to working adult professionals might
incorporate a weekend into an assignment timeframe.
Course statistics that demonstrate that time-to-completion and
weekly time- on-task estimates are on target.

Where to look:

•
•
•

Course syllabus
Instructional materials / Assignment directions
Assignment dropboxes and e-portfolios

Resources:

• Emphasize Time on Task (Ohio Learning

Network) http://www.oln.org/ILT/7_principles/ti
me.ph p
• iStudy Module (for students) on
Time Management:
http://istudy.psu.edu/module
s.html

Principle 6: Good practice communicates high expectations.

As the saying goes, “if you don’t know where you are going, how will you know
when you get there?” Effective instructors have high, but reasonable,
expectations for their students. They clearly communicate those expectations
and provide support to their students in their efforts to meet those
expectations.
Examples of evidence to look for:

•
•
•
•
•
•
•

Explicit communication of the skills and knowledge every
student needs to have in order to be successful in the
course.
Explanation of course learning goals and how
assignments are designed to help students achieve
those goals.
Frequent feedback provided to students through
written explanations and detailed feedback on
assignments.
Motivation and encouragement that inspires students to
move past the easy answers to more complex solutions.
Routine use of critical and probing questions when
communicating with students about course assignments
and activities.
Examples and non-examples of high quality
work, along with a discussion of the differences
between these.
Examples of student work that demonstrate
advancement toward learning goals.

Where to look:

•
•
•

Course syllabus
Instructional materials / Assignment directions
Assignment dropboxes and e-portfolios

Resources:

•

•

“Student Learning Goals and Outcomes” http://www.schreyerinstitute.psu.edu/Tools/ProgramAssess
ment/ Measur ableOutcomes/
“Checklist for a Course Assignment and Associate Grading
Criteria” http://www.schreyerinstitute.psu.edu/pdf/assignments_gradi
ng_che cklist. pdf

Principle 7: Good practice respects diverse talents and ways of learning.

People bring different talents and styles of learning to the learning
environment. Some bring a wealth of relevant experience to a course,
while others may new to the topic at hand.
Likewise, students who are strong in a discussion situation may be less
adept at lab or studio work. Students need the opportunity to
demonstrate their talents and to “personalize” their learning so that it
is relevant to them. It is also important to give students opportunities
to learn in ways that may be less comfortable in order to improve their
learning skills.
Examples of evidence to look for:

•
•

•

•
•

•
•

Use of a variety of assessment tools that gauge student progress.
Alternative assignment options that allow students to
demonstrate their progress in a manner that is best
conducive to their talents. For example, a podcast
might be allowed as learning evidence instead of a
written paper.
Supplemental online materials are provided to
students who lack prerequisite knowledge or who
would benefit from having content presented in an
alternative manner.
Timely, corrective feedback for online activities.
A positive online climate where students
are encouraged to seek assistance with
course content and learning activities if
needed.
A policy for accommodations that is stated on the course syllabus.
Accommodations are proactively offered for students with disabilities.

Where to look:

•
•
•
•

Course syllabus
Instructional materials / Assignment directions
Assignment dropboxes and e-portfolios
Discussion forums

Resources:

•

•

“Learning effectively by understanding your
learning preferences” –
http://www.mindtools.com/mnemlsty.html
“Classroom assessment
techniques” -

http://www.ntlf.com/htm
l/lib/bib/assess.htm
• Accessibility in course design forum on PSU
Learning Design Community Hub http://ets.tlt.psu.edu/learningdesign/foru
m/4
• Office of Disability Services
Faculty Handbook –
http://www.equity.psu.edu/ods/f
aculty/overview.asp

ADDENDUM 3: Brief Literature Review
Evaluation of Online Courses & Teaching
1. Colorado State University, The Institute for
Teaching and Learning (2014)
http://teaching.colostate.edu/guides/bestpractice/
CSU TILT-based check sheet for course development “Best Practices”
2. Chickering, A. & Gamson, Z. (1987). Seven Principles for good practice in
undergraduate education. AAHE Bulletin (39)7.
3. Tunks, K.W. and Hibberts, M.F. (2013); A Comparison of Instructor Evaluations for Online
Courses;
Online Journal of Distance Learning Administration, Volume XVI, Number II, Summer 2013
University of
West Georgia, Distance Education Center
“Course evaluation systems have not kept up with changes”…(Online courses).
“Key competencies for online instruction can include “response rate and
availability, frequency and quality of instructor presence, community building,
assessment, and overall management of the course. Evaluation specific to
online instructors is beneficial in informing online instructors of how their
specific behaviors are viewed by students, providing data to administrators for
faculty evaluation purposes (Tobin, 2004), and useful for planning and providing
professional development opportunities (Mandernach, Donnelli, Dailey,
Schulte, (2005).”
4. Grahm, G, Cagiltay, K., Lim, B., Craner, J., and Duffy, T. (2001) Seven Principles
of Effective Teaching: A Practical Lens for Evaluating Online Courses
Note: This article was originally published in The Technology Source
(http://ts.mivu.org/) as: Charles Graham, Kursat Cagiltay, Byung-Ro Lim, Joni
Craner, and Thomas M. Duffy "Seven Principles of Effective Teaching: A
Practical Lens for Evaluating Online Courses" The Technology Source,
March/April 2001. Available online at
http://ts.mivu.org/default.asp?show=article&id=1034. The article is reprinted
here with permission of the publisher.
http://technologysource.org/article/seven_principles_of_effective_teaching/
Same as CSU TILT (CSU’s guide used this article as a reference).

This article is quoted by MANY and seems to be the foundation
for evaluating online courses and teaching.
5. California State University Chico; 2012, Rubric
for Online Instruction
http://www.csuchico.edu/roi/the_rubric.shtm
l
6. Southern Regional Education Board Educational Technology Cooperative,
Nov. 2006: Checklist for Evaluating Online Courses
http://publications.sreb.org/2006/06T06_Checklist_for_Evaluating-Online-Courses.pdf
7. Florida Gulf Coast University (2004) Evaluation of Online Course (based on
Principles of Online Design http://www.fgcu.edu/onlinedesign/ (form)
8. Tobin, T.J. Best Practices for Administrative Evaluation of Online Faculty;
Online Journal of Distance Learning Administration, Volume VII, Number II,
Summer 2004
State University of West Georgia, Distance
Education Center
http://www.westga.edu/~distance/ojdla/su
mmer72/tobin72.html
9. DeSales University; Online Course Evaluation Rubric (unknown date)
http://web1.desales.edu/assets/desales/Technology/InstructionalTec
hnologu/QRubric.pdf
** Fill out for each of my courses!!!
10. ***Penn State; Faculty Peer Review of Online
Teaching (2013); http://facdev.eeducation.psu.edu/evaluaterevise/peerreviewonline
**Forms for request for peer review of online courses
Faculty LMS Training

Moodle Faculty
Training.pdf

