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Procedure:

Standard 1: Communication
1. Course announcements/bulletins are consistent and addressed to the whole class.
a. Announcements enhance and help interpret the design of the course,
2. directions of an upcoming assignment, and/or offers feedback to the class on completed assignments.
3. Instructor responds to any posts within the Q & A Discussion Forum in a timely manner (if you have a spot in the course)
4. The instructor responds to all emails within 2 business days. If the instructor does not plan to answer emails over a holiday or weekend, that needs to be clearly communicated to the students.
5. The instructor provides at least one electronic office hour per week. 
6. The syllabus is clear and provides students with a roadmap for the course. The course syllabus will be available in the learning management system at the beginning of the course. Faculty will use the institution-provided syllabus template in WIDS.
7. Information regarding support services available to students is listed in the course. 
8. The instructor provides adequate, friendly technical support and/or personally directs the learner on how to obtain IT or Blackboard support if necessary.
Standard 2: Instructor to Learner Interaction within Course Content
1. The course includes student-to-student and student-to-instructor interactions. 
2. If discussion boards are used, the instructor demonstrates presence when appropriate during the time learners are expected to interact. Effective facilitation of discussion may include:
a. Identifying areas of agreement and disagreement
b. Seeking to reach consensus/understanding
c. Encouraging, acknowledging, and reinforcing student contributions
d. Setting a climate for learning
e. Drawing in participants / prompting discussion
f. Assessing the efficacy of the assignment and discussion process
g. Effective questioning techniques
h. The instructor offers feedback and suggestions on the discussion board for assignments during the week the assignment is live, and students interact or provide a summary/feedback at the end of the discussion.
3. The instructor provides regular communication with students through emails, course announcements, open office hours, constructive feedback on assignments, etc.
Standard 3: Grading & Feedback
1. Weekly assignments are graded within 2 weeks from the time the assignment was due.
2. The instructor provides students with information on and uses appropriate grading expectations or rubrics for each major assignment.
3. If personal feedback is needed within individual assignments, the instructor offers timely feedback (within two weeks of the due date) to help students understand how their performance was assessed and/or to offer suggestions for improvement privately within the grading system.
Standard 4: Attendance & Retention
1. Instructor records and reports non-attending students by the deadline provided by the Registrar.
2. Instructor records and reports students in danger of failing by the deadline provided by the Office of Accessibility and Retention.
3. The instructor reports any behavioral issues to the college through an incident report.
4. The instructor reaches out to non-participating students to identify issues/needs and can offer support. 
Standard· 5: Course Design
1. The course is organized into tangible units (for example, by Chapter, Topic, Week, etc.).
2. The course starts with a Getting Started or Welcome page that provides directions for navigating the course.
3. Course materials are designed with accessibility in mind, allowing all learners to access materials. Information regarding accessibility services is listed in the course syllabus.
4. The due dates are clear and listed in the My Grades section and/or the Syllabus.
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