Northeastern Oklahoma A&M College
WebCT Course Checklist

This document is designed to provide faculty with a checklist for implementing an effective internet course using WebCT.  It is also used by the NEO distance Education Committee for review of a course when developmental funds are sought by an instructor.
	Layout
	

	
	

	
	Instructions are clearly present on the course homepage for students upon login

	
	Tip:  These instructions might guide a student to the syllabus or course objectives.  For example, “If this is the first time you have accessed this course, please click on the “Syllabus” link under the “Course Menu” to begin.

	
	

	
	Learning Objectives are clearly identified within a file, which is accessible from the course’s homepage

	
	Tip:  Post your objectives in a syllabus or course outline, and then place a link to that file on the Course Menu or as an icon on the homepage.  You can also use the “Syllabus” tool located on the “Add page or tool” page.  This feature will take you through the necessary steps to build a syllabus.  The advantage of using this is that it is easier to edit than an uploaded file.

	
	

	
	A communication medium is clearly visible from homepage as an icon/text link or as a text link under the “Course Menu”

	
	Tip:  Email is a commonly used method of communication for online students.  It is important to note that the email inside the WebCT course differs from the @neoam.edu or @students.neoam accounts used by NEO faculty and students 

	
	

	
	Content referenced in course objectives or syllabus is clearly identified and readily accessible from the Homepage or the Course Menu

	
	Tip:  One way of doing this is to create an “Organizer page” from the “Add page or tool” page.  An ‘Organizer Page” is similar to a folder in which other files or subfolders are stored

	
	

	
	Course is well-organized and easy to navigate


	
	Tip:  Be consistent in placement of items, use Course Menu or Homepage, or both to place your links.  Avoid placing some links on Course Menu, while others are on Homepage

	
	

	Learning
	

	
	

	
	Course contains extensive information about being an online learner and provides links to campus resources

	
	Tip:  Make an Organizer Page and call it Learning resources.  On this new organizer page, create links to resources such as: http://neo.library.okstate.edu/ , http://www.neoam.edu/~arc/ , http://etc.neoam.edu/faq.htm , http://www.neoam.edu/~webct/instruction/index.html   


	
	Course provides discipline specific resources, including contact information of instructor and department.

	
	Tip: Make an Organizer Page and call it “About This Course”.  It this new organizer page, create links to resources such as: your personal webpage, your departmental webpage, external web pages related to your discipline.

	
	

	Organization
	

	
	

	
	Items are easily accessible through browser with minimal or no plug-ins required and those requiring plug-ins are given notice and links to respective viewers

	
	Tip:  post items as html or htm when possible.  Avoid posting application specific files.  Post “.rtf” files rather than “.doc or .wpd” files.  

	
	

	
	Course Syllabus clearly states how the course will progress within the online environment

	
	Tip:  Use the syllabus or course objectives to state how students are expected to utilize various tools (Email, Chat, Discussion Board, etc.) within WebCT to complete the respective tasks

	
	

	
	Course utilizes at least two  forms of electronic communication and both are easily accessible

	
	Tip:  Create an Organizer page and establish all communications on that page.  Incorporate communication tools with which  you are familiar

	
	

	Assessment
	

	
	

	
	Course offers multiple tools and means for assessment of content knowledge, attitudes and skills

	
	Tip:  Incorporate assignments using the “Add a page or tool” , then “Assignment”.  This will automatically create a grade book entry and make this form of assessment more manageable.  

	
	

	
	Self-Assessment and peer feedback opportunities are available for students

	
	Tip: Discussion boards  provide a means for peer feedback

	
	

	
	Course provides the students with a means of assessing the instructor using online evaluation forms

	
	Tip:  Upload the survey as an exam.  This form is available from the Distance Education web Site http://www.neoam.edu/%7Edistanceed/resource.htm


	Innovation
	

	
	

	
	Course uses a variety of tools to appropriately facilitate communication and learning

	
	Tip:  Use of audio and video files can enhance a presentation.  If these tools are implemented, be sure to offer an alternative to video streams/downloads, such as sending a copy of the file on a CD Rom to the student who has dial-up internet

	
	

	
	Technology incorporated into the course complements the content and engages the student in an appropriate manner

	
	Tip:  Use Study Mate to create engaging flash cards or games based on study aids, assignments, glossaries, and/or exams


Please use the remainder of this page for comments, explanations, justifications or any other information relevant to the course:
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Memorandum

To: Faculty Seeking Compensation for Online Course Development

From: Distance Education Committee (Kay Harris (Chair), Cindy Bigby, Vickie Berry, Lori Hackwell, Brad Henderson, Brenda Lucas, Karen Stout, Bill Able (ex-officio) 

Date: 1.30.07
Re: Ownership
This memo is to serve notice that all faculty members receiving compensation funds for the development of online courses are subject to the “Ownership” section of the Distance Learning policy which states:

Northeastern Oklahoma A&M College will maintain ownerships of any course content, under the following conditions:

1. The faculty member received funds, leave, or other compensation for developing the course, or

2. The course was developed entirely, or substantially, using NEO technology (including laptops, desktops, software, the ETC and its staff, or other instructional technology), or

3. The course or the content of the course was purchased by  the college

The faculty member will maintain ownership of the course if they:

1. Develop the course without substantial use of NEO technology (Faculty members are encouraged to document development and may do so using software such as MS Project or MS Outlook [Journal]), or

2. Possess prior ownership, or

3. Personally purchase the content of the course or the course in its entirety, and

4. Did not receive funds, leave, or other compensation for developing the course

Co-Ownership

An instructor may solicit rights to partial content or an entire course upon their termination of employment at NEO.  To do so, the faculty member must submit their request in writing to the department Chair and the Distance Education Committee.   Rights to content or an entire course will be granted upon approval of both the Chair and Distance Education Committee and may, or may not, contain time constraints.

All faculty members are encouraged to review the entire Distance Learning Policy available at:

http://www.neoam.edu/~distanceed/committee/pdf/Distance%20Learning%20Policy.pdf 

BH

PAGE  
3

