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COUNSELING DIVISION
GUIDELINES FOR ONLINE INSTRUCTION
Purpose: Professional Development
The purpose of this document is to provide guidance for how to achieve quality online instruction. 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.  
Further Reading/Resources
Counseling online instructors used 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. 

	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.  ] 


	Instructors send a “welcome” email one week before class starts including course syllabus, face to face CMS training, and an assessment to determine if students are ready for an online class
	
	

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

	Schedule of assignments is easily located
	
	

	Attendance and grading policies are 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 (within 48 hours Mon - Fri)
	
	

	Instructions on how to make a Counseling appointment (online and/or on-campus)
	
	

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

	Academic integrity policy is referenced 
	
	

	Instructor policies regarding decorum and behavior in an online environment (ie “netiquette”) are clearly outlined 
	
	

	Clear directions for submission of assignments, including discussions
	
	

	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 using universal design as possible, allowing the students the maximum amount of time to read the modules and do the assignments. Content may also be provided in “chunks”.
	
	

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

	Content is presented using a variety of appropriate mechanisms
	
	

	· Text 
· Video 
· Audio 
· Images/graphics
· External Links 
· 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

	Instructor initiates weekly contact  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
· Other _________________________

	Instructor feedback (summative and formative) is regular and timely 
	
	

	· Discussion forum facilitation and/or participation 
· VoiceThread 
· Other: _____________________________

	Instructors respond to student work within one week 
	
	

	Faculty presence is demonstrated in content delivery 

	· Audio 
· Video 
· Other _________________________




	Interaction and Collaboration (Student – Student) 
	Yes
	Goal

	Course promotes student engagement with peer ideas and work. 
	
	

	· Required discussion forums 
· 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)
	
	

	Multiple types of assessments occur frequently throughout the duration of the course 
	
	

	Evaluation rubrics provided 
	
	

	Samples/models are provided to illustrate instructor expectations
	
	

	[bookmark: _GoBack]Appropriate accommodations are provided for students with documented disability 
	
	REQUIRED

	Opportunities are present for student self-assessment 
	
	

	· Journals 
· Reflections
· 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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