
	CRITERIA
	ONLINE BEST PRACTICES 
	On the Way to Best Practices 
	Minimal Achievement 

	1.

ONLINE COURSE REQUIREMENTS


	- 8-10 weekly online group activities (discussion, homework, projects, etc.).

- Activities represent 15-30% of course grade (10-30% MBA).

- Activities focus on important course goals/concepts.

- Activities encourage students to think critically, analyze and solve problems, apply theory to practice, support their own opinions, and respond to others’ ideas. 

- Activities demand and achieve student-to-student interaction. 

- Students make 3 or more (program-determined) substantive posts per week (not on same day).
	- 4-7 weekly online group activities, part of course grade.

- Activities don’t elicit sufficient student thinking and learning; OR low participation and/or poor student interaction is accepted without comment and/or consequences.
	- 0-3 activities; OR poorly developed & executed activities in which little or no participation and/or interaction is expected. 

	2.

SYLLABUS


	ONLINE COMPONENTS: Student Introductory Assignment, proctoring information, and weekly online group activities.

ADMINISTRATIVE

- Syllabus submitted on time to katedra head and/or program manager.

- CU/VŠM standard format.

- Most recent standardized  syllabus used.

- Instructor name, contact info, term, correct textbook, and style guide on syllabus.

- Scholastic Honesty information.

- Course description, outcomes, concepts not changed.

- Appropriate recommended resources and library information.

- Assignment weights and grading criteria tables all equal 100%.

- Schedule with correct reading assignments and due dates.

ASSIGNMENTS

- Diverse, challenging, practical assignments that focus on course outcomes/concepts, adhere to CU or VŠM academic model, uphold academic standards, and maintain reasonable university-level workload.

- Clear explanation, purpose, and requirements for each assignment.

- Clear, challenging, and appropriate grading criteria for each assignment.

- Changes in assignments or grading approved by katedra head and/or manager.
	- Syllabus contains necessary online components (SIA, proctoring info, weekly online group activities).

- Administrative criteria are almost all correct.

- Syllabus submitted late; OR a few assignment explanations, requirements, and/or grading criteria are missing or unclear. 


	- Syllabus does not contain online components (SIA, proctoring info, weekly online group activities); OR administrative information and assignment details are not current, correct, complete, and/or clear; OR syllabus not submitted before the term. 

	3.

ADHERENCE TO SYLLABUS
	- Course (including assignments, assignment requirements, schedule, due dates, grading criteria, grading) follows syllabus.

- If changes must be made, they are reasonable and maintain online standards, and students are aware of them in time to adjust.
	- Course has small but significant differences from syllabus requirements, grading criteria, schedule which affect standards or student learning.
	- Large differences between syllabus and reality in assignments, grade weights, requirements, grading.


	4.

COURSE SHELL ADMINISTRATION

	- Course shell is prepared before the first day of class.

- Threads are organized, and created and titled consistently and appropriately.

- Announcements, activities and other course information are easy to find.

- Shell is easy to use: threads are open, all links work, all attachments open.

- Instructor archives all online graded activities.
	- Shell is prepared on time.

- Announcements, activities, course info could be better organized, easier to find.

- Some technical problems with threads or attachments. 
	- Shell is not used; OR it is used for questions & announcements only; OR it is very inconvenient to use.

	5.

INSTRUCTOR VISIBILITY
	- Makes posts at minimum on 4 days/week. 

- Responds promptly to students’ questions.
	- Visible 2+ times/week, not consistent. Response to students could be faster.
	- Is never or hardly visible online.
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	6.

STUDENT INTRODUCTORY ASSIGNMENT
	- Opens SIA in the first week. 

- Defines what information students should provide. Makes SIA interesting.
- Posts own introduction, responds to students, and closes SIA.

- Compares students in SIA to class roster and informs Admissions of discrepancies.
	- Opens SIA in the first week, but does not ask for info from students; post own bio; respond to students; AND/OR check class roster.
	- No SIA initiated by the instructor.

	7. 

MONITORING, FACILITATING, AND PROVIDNG FEEDBACK ON STUDENT ACTIVITIES 
	- Introduces weekly activities.

- Divides students into groups no larger than 16 for activities.

- Encourages student interaction and reminds students of expectations & requirements.

- Posts to move activities forward or clarify ideas.

- Encourages learning by asking open-ended questions, not just giving answers.

- Asks students for real-life examples and/or support for ideas.

- Emphasizes key concepts. Relates course concepts to current events.

- Provides links to articles and web sites.

- Enforces SH policy by requiring students to cite sources in posts. 

- Does not accept long posts or posts consisting only of copy/pasted source. 

- Closes activities with summary, feedback, or explanation of topic significance.

- Gives regular grades and narrative feedback about quality of students’ online work.
- Attempts to contact non-participating students through email, especially if dropping them from course after 3 weeks.

- Takes care not to be offensive or demeaning.

- Writes clear and understandable comments and directions. 

- Compliments good work of individuals or group in posts.

- Offers constructive criticism in posts that does not embarrass individuals, and deals with individual student concerns via email. 

- Asks for feedback from students to improve teaching/course.
	- Monitors student activities, but could do more to facilitate student participation and student-to-student interaction by dividing students into appropriate-sized groups; encouraging participation (including reminders about requirements); posting more in the middle of each activity to keep it moving; asking questions; making activities relevant to students and meaningful to the course; closing each activity with a substantive post; giving regular feedback to students about their participation (including reminders about SH policy, if necessary); AND/OR maintaining a positive tone and clear writing style.
	- No activities; OR if there are activities, instructor is rarely present; activities run inconsistently; participation is not encouraged; directions and/or requirements are unclear; SH violations occur; AND/OR students question usefulness of activity due to lack of relevance, instructor involvement, and/or feedback.

	8.

EXAMINATIONS
	- All exams are administered following Rules for Proctoring Exams.

- Instructor administers exams at own site, and does not give take-home final exams.

- Instructor creates a different exam for each time an exam is taken.

- Instructor collects proctoring info from students by Friday, Week 3.

- Instructor communicates on time and in full with Proctor Center Coordinator.

- Instructor sends exams to proctors on time with clear instructions.

- Instructor communicates with students’ external proctors before and after exams to ensure that exams are properly administered.
	- Instructor does best to ensure that all proctored exams follow Rules.

- Instructor administers own exams, no take-home final.

- Instructor creates different exam for each sitting.

- Information, directions, and/or exams for proctors may be late and/or unclear.
	- Instructor does not ensure that exams are properly proctored; has minimal or no communication with proctors; OR gives the same exam at all exam sittings. 

	9.

EVALUATION OF STUDENT WORK
	- Instructor requires all written assignments to be uploaded, checks to ensure that it happens, and doesn’t grade work not uploaded. 

- Instructor evaluates student work in a reasonable time and returns it to students.
- Instructor evaluates student work (including online participation) transparently, in accordance with the grading criteria on the syllabus.

- Instructor gives sufficient, useful feedback for every assignment.

- Instructor records online participation and provides grade updates in term. 

- Instructor submits grades on time.
	- Instructor does not check uploader.

- Instructor gives minimal feedback on assignments, seems to follow grading criteria for most.

- Participation grading is not transparent or appropriate based on BB work; OR grades submitted very late.
	- Student work is not uploaded; OR all assignment grading lacks transparency (no grade breakdown and/or feedback); OR course and assignment grading is not in accordance with syllabus criteria.


58

