Technical Review

Your course will undergo a technical review and a peer content review before being made available to students. 

The Technical review will be conducted by an instructional designer (ID).  The technical review consists of 18 standards assigned different points depending on their relative importance. The scoring, comments and recommendations by the reviewer are designed to provide quality online instruction, as well as, a consistent framework among the courses for the students at TNCC.  
Scoring Summary

(3) points - Essential in a quality online course

(2) points - Very important but not essential

(1) point -Important but not essential

Point Distributions

6 standards required x 3’s = 24 points

5 standards x 2’s = 10 points; 

7 standards x 1’s  = 7 points 

     Total pts = 35

Percentage: 0%


85% meets expectation
A score of 85% or higher means the course achieves the best balance between assessing quality and minimizing risk. 



	(Standard Met 
	Organization  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(3 pts ) Navigational instructions make the organization of the course easy to understand.

	What’s the idea?

Instructions provide a general course overview, guide the new student to explore the course website, and indicate what to do first, rather than list detailed navigational instructions for the whole course. 

Instructors may choose to incorporate some of this information in the course syllabus.  If so, students should be directed to the syllabus at the beginning of the course.  A useful idea is a “Read Me First” or “Start Here” button or icon on the course home page, linking students to start-up information.

Examples: 

· A course “tour”

· Clear statements about how to get started in the course

· A “Scavenger hunt” assignment that leads students through an exploration of the different areas of the course areas

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(3 pts) A statement introduces the student to the course and to the structure of the student learning.

	What’s the idea?
The instructor’s statement gives the new student an idea of how the learning process is structured including schedule, communications modes, types of activities, and assessments. These features are often found in the course syllabus.

Look for some or all of the following:

· The course schedule (self-paced, following a set calendar, etc.)

· Course sequencing, such as a linear or random order

· Types of activities the student will be required to complete (written assignments, online self-tests, participation in the discussion board, group work, etc.)

· Course calendar with assignment and test due dates

· Preferred mode of communication with the instructor (email, discussion board, etc.)

· Preferred mode of communication with other students

· Testing procedures (online, proctored, etc.) 

· Procedure for submission of electronic assignments



	Comments:     



	(Standard Met 
	 Communications

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(2 pts) Netiquette expectations with regard to discussions and email communication are clearly stated.

	What’s the idea?

Expectations of student conduct online are clearly stated, however brief or elaborate they may be. The expectations themselves are not evaluated.

Examples:

· Rules of conduct for participating in the discussion board 

· Rules of conduct for email content

· “Speaking style” requirements, (i.e. use of correct English required as opposed to net acronyms)

Spelling and grammar expectations, if any 

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) The self-introduction by the instructor is appropriate. 

	What’s the idea?

 The initial introduction creates a sense of connection between the instructor and the students. It should present the instructor as professional as well as approachable, and include more than the essentials, such as the instructor’s name, title, field of expertise, email address and phone.

The self introduction helps students get to know the instructor.  It could include:

· Information on teaching philosophy

· Past experiences with teaching online classes

· Personal information such as hobbies, etc.

A photograph.

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) Students are requested to introduce themselves to the class. 

	What’s the idea?

The student introduction helps to create a supportive learning environment and a sense of community. Students are asked to introduce themselves and given guidance on where and how they should do so.  Student introductions themselves are not evaluated.

Instructors may ask students to answer specific questions (such as why they are taking the course, what concerns they have, what they expect to learn, etc.) or may choose to let the student decide.  Instructors may provide an example of an introduction and/or start the process by introducing themselves.

	Comments:     



	(Standard Met 
	Technology Requirements 

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) Minimum technology requirements, minimum student skills, and, if applicable, prerequisite knowledge in the discipline, are clearly stated.

	What’s the idea?

 Explanations of technical requirements and skills, and prerequisite knowledge and skills may be found within the course, in documents linked to the course, or in supporting material not on the course site.  Look for a link to that content and/or a reminder of it for the entering student.

Technology requirements may include information on:

· Hardware

· Software and plug-ins

· ISP requirements

Examples of technology skills may include the capability to:

· Use email with attachments

· Save file in commonly used word processing program formats (e.g. MS Word)

· Use MS Excel or other spreadsheet programs

Discipline knowledge prerequisites should include academic course prerequisites.

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(3 pts) Learning activities foster instructor-student, content-student, and if appropriate to this course, student-student interaction.

	What’s the idea?
All online courses should include interaction between the instructor and the students and between the students and the content. The degree and type of student-to-student interaction may vary with the discipline and the level of the course. 

Examples of learning activities that foster the following types of interaction:

· Instructor – student (consider for ALL courses):  Self-introduction; discussion postings and responses; feedback on project assignments; evidence of one-to-one e-mail communication, etc.

· Student – content (consider for ALL courses):  Essays, term papers, group projects, etc. based on readings, videos, and other course content; self-assessment exercises; group work products, etc.

Student – student (if appropriate to this course):  Self-introduction exercise; group discussion postings; group projects; peer critiques, etc. Refer to the Instructor Worksheet to determine if student-student interaction is appropriate for this course. If the Worksheet indicates that such interaction is appropriate then consider this in deciding if this standard is met. If the Worksheet indicates that such interaction is not appropriate, then focus only on instructor-student and student-content interaction to decide whether this standard has been met. Where possible, include recommendations and comments where student-student interaction can be incorporated in this course.

	Comments:     



	(Standard Met 
	Interaction  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(2 pts) The requirements for course interaction are clearly articulated.

	What’s the idea?

 A clear statement of requirements should indicate the criteria for interaction. 

For example, students required to participate in discussions are told how many times each week they must post original comments, how many times they must post responses to other’s comments, what the quality of the comments must be, how the comments will be evaluated, what grade credit they can expect for various levels of performance, and whether the interaction is required or optional.

	Comments:     



	(Standard Met 
	Instructor Responsibilities  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(3 pts) Clear standards are set for instructor response and availability (turn-around time for email, grade posting, etc.)

	What’s the idea?

 Information clearly indicates how quickly the instructor will respond, when feedback will be provided, and when the instructor is available to meet. 

Information clearly indicates instructor response time for key events and interactions, including e-mail turnaround time, time required for grade postings, discussion postings, etc.  Standards also include instructor availability, including e-mail response time, degree of participation in discussions, and availability via other media (phone, in-person) if applicable.  

This standard does not prescribe what that response time and availability ought to be.

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(2 pts) The course design prompts the instructor to be present, active, and engaged with the students.

	What’s the idea?
Students know that the instructor is approachable and will regularly interact with them. Opportunities for interaction will vary with the discipline of the course. 

Examples:  

· An actively used and well organized instructor-facilitated discussion board

· Optional “electronic office hours” provided in the chat room or chat sessions on selected topics, archived/edited and posted as a FAQ for other students

· An invitation for the class to email the instructor with individual concerns

Current announcements, either in the classroom or via email

	Comments:     



	(Standard Met 
	Tools and Media  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) The tools and media are compatible with existing standards of delivery modes.

	What’s the idea?
Course tools, media, and delivery modes meet current standards for widespread accessibility.

For example, if most students have access to DVD players or use streaming media, use of those delivery modes in an online class meets this standard.  If the typical student cannot be expected to have access to a technology at his or her out-of-the box home computer off campus, that technology should probably not be used in the course.

	Comments:     



	(Standard Met 
	Course Technologies  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(2 pts) Technologies required for this course are either provided or easily downloadable.

	What’s the idea?

For this standard, the term “technologies” may cover a range of plug-ins such as Acrobat Reader, media players, etc. In addition, courses may require special software packages (spreadsheets, math calculators etc.).  Clear instructions tell students how to obtain needed plug-ins and software packages.  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) Instructions on how to access resources at a distance are sufficient and easy to understand.

	What’s the idea?
Online students need to know about and be able to obtain access to educational resources by remote access.  Information on these resources is readily visible with clear instructions on how to access these resources. 

Examples:

· The instructor mails to students a custom CD he has prepared for the course

· An explanation of how to obtain full text journal articles is provided in the assignment that requires their use


	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) Course technologies take advantage of existing economies and efficiencies of delivery

	What’s the idea?
As innovative technologies appear on the market all the time, online course technology should be current. Courses not recently developed may need to be updated.
· Using compressed files to reduce file downloading time· 

· Delivering Audio files in a common file type such as Windows Media or RealPlayer

	Comments:     



	(Standard Met 
	Assessments  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(3 pts) Assessment and measurement strategies provide feedback to the student.

	What’s the idea?
Students learn more effectively if they receive frequent, meaningful, and rapid feedback.  This feedback may come from the instructor directly, from assignments and assessments that have feedback built into them, or even from other students.

Examples: 

· Instructor participation in a discussion assignment

· Writing assignments that require submission of a draft for instructor comment and suggestions for improvement

· Self-mastery tests and quizzes that include informative feedback with each answer choice

· Interactive games and simulation that have feedback built in

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(2 pts) The types of assessments selected and the methods used for submitting assessments are appropriate for the distance learning environment.

	What’s the idea?
Assessments make use of the technologies and security typically found in an online classroom.

Examples that DO meet the standard:

· Submission of text or media files by email or ‘drop box’ 

· Exams given in a proctored testing center

· Quizzes with time limitations, printing disabled, and other security measures

· Multiple assessments which enable the instructor to become familiar with individual students’ work and which discourage “proxy cheating” (someone other than the student completing and submitting work)

Examples that do NOT meet the standard: 

· Required assessments that cannot be submitted online, such as a lab practicum in a science course.

· A course in which the entire set of assessments consists of 5 multiple choice tests taken online, with no enforced time limit, the print function enabled, and minimal security features in place.

	Comments:     



	(Standard Met 
	Grading  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(3 pts) The grading policy is transparent (obvious) and easy to understand.

	What’s the idea?

 Review the clarity of presentation to the student, not the simplicity or complexity of a given grading system itself. A relatively complex grading system can still be unambiguous and easy to understand.

Example:

· A list of all activities, tests, etc. that will affect the students’ grade is included at the beginning of the course.  

	 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No
	(1 pt) “Self-check” or practice types of assignments are provided for quick student feedback.

	What’s the idea?
Students have ample opportunity to measure their own learning progress.  Look for examples of “self-check” quizzes and activities, as well as other types of practice opportunities that provide rapid feedback.  These types of assignments should be voluntary or allow multiple attempts.

Examples:

· Practice quizzes

· Games, simulations, and other interactive exercises

· Practice written assignments

· Peer reviews

	Comments:     



This course was reviewed by:      

Course ID:     
Course Name:     
Date of Review:     
 FORMCHECKBOX 
Full Recommendation
 FORMCHECKBOX 
Needs Revisions (see summary for details) 

These standards were based on Quality Matters (http://www.qualitymatters.org/documents.htm#tools 
and adopted by TNCC’s Distance Learning Committee

