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Library Science Online Course Quality Standards
Purpose
The purpose of this document is to help library faculty achieve the same quality of learning opportunities in online classes as we provide in face-to-face classrooms. 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.
Review Process
As instructors design and teach their online courses, they may use the guidelines that follow to recognize items they incorporate into their online teaching and set goals for items they aim to incorporate into future classes. Instructors are encouraged to review their online courses on an annual basis and to suggest revisions to this document.
Guidelines
1. Course Design
a. Course objectives and *student learning outcomes are located within the course syllabus.
b. Content is made available or “chunked” in manageable segments (i.e. presented in distinct learning units or modules).
c. CMS tools are used to reduce the labor intensity of learning (e.g., providing links to needed resources where they will be used in the course). 
d. Library faculty are responsible for the course content. Examples of ways library faculty’s original content can drive and shape the course narrative: 
1. Instructor-authored content in modules in the form of text and images, video, audio, original PPT (*adhering to Foothill’s accessibility standards, which can be found at: http://www.foothill.edu/fga/accessibility.php) 
2. Instructor-authored assignments and assessments (e.g. tests & quizzes). 
3. Instructor-authored announcements.
4. Instructor-authored discussion topics and responses. 
5. If publisher's content is used (e.g. PPT, video, tests and quizzes), it is integrated with the instructor’s own material in the modules and assessments. 

2. Regular & Effective Contact 
a. Contact information for the instructor is easy to find and includes multiples forms of communication (e.g., email, phone, chat, etc.)
b. Course syllabus and/or introductory email/announcement includes
i. Relevant dates, course schedule, and deadlines.
ii. Evaluation process, including the timeframe for faculty feedback on student work.
iii. Faculty/student communication process, including the timeframe for faculty response to student communications. A response time of 24-48 hours, Monday through Friday, is desirable. It must be clear whether or not the instructor will be available after hours or on weekends and holidays.
c. Attendance documentation
i. *Faculty must record a weekly academically related activity such as discussion forum posting, online quiz, reflection, assignment, exam, email, field trip, telephone call or electronic communication at least through week 7 or the drop with W deadline for each student in an online class.
d. *Instructor responds to course-related, student-initiated communication within 24-48 hours Monday - Friday under normal circumstances. 
1. Instructor needs to inform students and provide them an alternative method for resolving issues if instructor will be unavailable and/or non-responsive for more than two days. Announcing (in advance if possible) any absence of greater than two working days and providing clear options for students to continue their progress in the class until the instructor returns is essential.
e. *Instructor-initiated communication: the instructor is visibly engaged with the class on a weekly basis. Examples of instructor engagement include
1. actively monitoring online discussions in the course delivery system.
2. substantive announcements which are appropriate/relevant to the subject matter.
3. Personal communication with students (private messages, email, phone). 
4. Individualized and timely feedback of student work.
5. E-Portfolios/Blogs/Wiki for sharing student work in progress with feedback from fellow students and faculty


3. Assessment 
a. Assessments match the learning objectives and course content and may include assignments, quizzes, surveys, and discussions.
b. Assessment activities occur frequently throughout the duration of the course, and the instructor provides meaningful feedback in a timely manner.
c. Assessments should clearly evidence a commitment on the part of the instructor to 
i. Create and nurture a culture of academic integrity.
ii. Design activities and assessments to make cheating difficult or irrelevant. Examples of ways an instructor can minimize opportunities for cheating:
1. Require frequent assessment activities throughout the duration of the quarter. 
2. Utilize a variety of assessment types, some of which utilize the Course Management System’s built-in technology to minimize cheating, such as randomized questions on all exam types and randomized answer order on objective exams. 
3. Require a proctored exam. 
4. Provide students opportunities for self-assessment. 
iii. Report cheating and plagiarism to the Dean of Student Affairs & Activities

4. Learner Support
a. Accessibility: course materials are compliant with Section 508 and WCAG 2.0 (AA) and can be effectively used with equal ease by all students. Foothill’s accessibility standards can be found at: http://www.foothill.edu/fga/accessibility.php)
b. Links to CMS technical support as well as contact information for the Disability Resource Center are provided and easy to find.
c. Accommodations are provided for students with documented disabilities.
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