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LANGUAGE ARTS DIVISION
EFFECTIVE PRACTICES FOR ONLINE INSTRUCTION
Mission 
The Language Arts Division strives for quality classroom instruction in all of its courses, with faculty utilizing a range of effective practices for well-paced, scaffolded, student-centered, collaborative, interactive, and equity-minded learning environments. 

We believe that online instruction can and should achieve the same quality of learning environments as we provide in our face-to-face classrooms. We believe that the use of instructional technology should be grounded in sound pedagogical theory and practice. 
Purpose: Professional Development
The purpose of this document is to provide guidance for how to achieve such quality. It is not intended for use in formal evaluations. It is intended as a reference for instructors who are new to online classes, as well as for ongoing self-reflection and refinement for seasoned online instructors. As instructors design and teach their online courses, they may use the checklist that follows to mark items they incorporate into their online teaching (the "Yes" column), and those that they aim to incorporate into future classes (the "Goal" column). The division intends to schedule ongoing professional development conversations on online instruction, and this document will also inform and guide those discussions.  

This document was drafted through a collaborative process involving part-time and full-time Language Arts faculty who teach online.
A Living Document
This document provides general guidelines as well as some methods for meeting the guidelines. While the use of instructional technology should be grounded in sound pedagogy, the methods of effective practice will evolve with new technology development. As such, we anticipate this document will evolve over time. We encourage faculty to document new ideas/methods/technologies to share with colleagues and add to this document. 
Further Reading/Resources
The drafting of this document was informed by the rubric for effective online instruction provided by the Online Education Initiative (OEI). The Online Education Initiative (OEI) is a collaborative effort among California Community Colleges (CCCs) to increase student success and completion by working together to increase access to quality online courses and support services for students. Its goals are to ensure that more students can obtain certificates, degrees, and transfer to four-year colleges in a timely manner. Special attention is given to support services that are tailored to the diverse needs of community college students. 
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	Course Information and Expectations
	Yes
	Goal

	Syllabus is easily located and contains course objectives and SLOs
	
	REQUIRED[footnoteRef:1] [1:  Items marked “required” are mandated by state policy/law. They should be addressed at the first stage of online course development.  ] 


	Required and optional materials/texts are clearly stated, including supplemental software 
	
	

	Schedule of assignments is easily located 
	
	

	Attendance policy is clearly stated
	
	

	Grading policy is clearly stated
	
	

	Late work and make-up policy is clearly stated
	
	

	Instructor contact information is available
	
	

	Course communication instructions/expectations are clearly stated, including instructor response time (24-48 hours)
	
	

	Instructor office hours are available (online and/or on-campus)
	
	

	Clearly stated instructor roles/responsibilities (e.g., not tech support)
	
	

	Academic integrity policy is stated or referenced 
	
	

	Clear directions for submission of assignments, including discussions 
	
	

	Clear policy on proctored exams 
	
	

	Orientation assignment for students to demonstrate first-day attendance and understanding of course requirements, expectations, and logistics 
	
	

	Information and resources on how to be a successful online learner, including available orientations to the CMS (Course Management System)
	
	





	Course Design and Organization (instructional design)
	Yes
	Goal

	Content is presented and released in manageable segments (e.g., modules/units scaffolded and released by week) 
	
	

	Navigation of the content is intuitive for students (e.g., “mapped” in order of completion) 
	
	

	Content is presented using a variety of appropriate mechanisms
	
	

	· Text 
· Video 
· Audio 
· Images/graphics
· External Links 
· Podcasts 
· Presentations
· Supplemental Software
· Other ___________________________

	All content is ADA compliant and meets standards for accessibility 
	
	REQUIRED

	· Headings and subheadings 
· Alt tags (images)
· Closed captioning  (video)

	All content meets standards for copyright compliance 
	
	REQUIRED





	Interaction and Collaboration (Instructor – Student)
	Yes
	Goal

	Contact is initiated by instructor with students in a variety of ways 
	
	

	· Announcements and reminders (weekly)
· Private messages within the CMS
· Personal email outside of CMS
· Telephone
· Chat room within the CMS
· Group or individual meetings (F2F, within CMS, or other platform, such as Google Hangout, CCConfer, WebEx) 
· Other _________________________

	Instructor feedback (summative and formative) is regular and timely 
	
	

	· Discussion forum facilitation and/or participation 
· ePortfolios, blogs, wikis for sharing student work 
· F2F meetings, such as orientations and/or review sessions, supplemental seminars, and/or study sessions
· Virtual meetings, such as CCConfer, Google Hangout, WebEx, etc.
· VoiceThread 
· Other: _____________________________

	Expected response time for student work is clearly stated 
	
	

	Faculty presence is demonstrated in content delivery 

	· Audio 
· Video 
· Screencasts 
· Field trips
· Library workshops
· Other _________________________




	Interaction and Collaboration (Student – Student) 
	Yes
	Goal

	Course promotes student engagement with peer ideas and work. Effective use of technology transcends traditional, teacher-centered instruction
	
	

	· Required discussion forums 
· Peer Response Workshops
· Collaboration tools, such as Google Docs, Lacuna Stories, Google Hangouts, CCConfer
· Student presentations
· Other __________________________

	Collaboration activities (if included) reinforce course content and learning outcomes, while building workplace-useful skills such as teamwork, cooperation, negotiation, and consensus-building
	
	





	Assessment
	Yes
	Goal

	Expectations are matched to the course outline of record (COR)
	
	REQUIRED

	Clear communication of grades (Gradebook)
	
	

	Clear policy/requirements regarding proctored exams
	
	

	· Face-to-face proctoring options
· Online proctoring options

	Multiple types of assessments (summative/high-stakes and formative/low-stakes)
	
	

	Evaluation rubrics provided (for both high-stakes and low-stakes assignments)
	
	

	Samples/models are provided to illustrate instructor expectations
	
	

	Assessments are designed to foster higher-order thinking and to mimic authentic environments
	
	

	Assessments occur frequently throughout the duration of the course
	
	

	Appropriate accommodations are provided for students with documented disability 
	
	REQUIRED

	Opportunities are present for student self-assessment 
	
	

	· Blogs
· Journals 
· Reflections
· Surveys 
· Low-stakes quizzes 
· Other ______________________




	Learner Support
	Yes
	Goal

	Links are provided to a range of resources, such as the Disability Resource Center, the Teaching and Learning Center, etc. 
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