
 

The Approval Process for Online Courses 

Before any online course may be taught for the first time by any Clarendon College instructor, it will be 

reviewed using a Course Quality Review Form developed from best practices for online instruction. 

New online courses should be submitted for review at least two weeks before the course is to be 

taught. (If a course is to be taught during a full 16-week term for the first time, it does not need to be 

completely finished to submit it for review, but it should demonstrate all of the criteria listed on the 

review form. If it is to be taught for a mini or summer term for the first time, it must be completely 

developed before being submitted for review.) 

The Online Instruction Committee includes: 

 The VP of Instruction  

 The Moodle administrator 

 At least four members with significant online course instruction and design expertise 

The instructor will submit a self evaluation form to the chair of the online instruction committee to 

start the review process.  The review form includes two parts: 

 A set of 18 standards that must be answered with a “yes” in order for the course to be 

approved. 

 

 A set of 21 course quality criteria ranked on a scale of 1-5. In order for the course to be 

approved, each criterion must obtain a ranking of 3 or higher. 

1 = Unacceptable – must make significant changes and improvements 
2 = Unacceptable – must make improvements in noted areas to reach “Acceptable” level 
3 = Acceptable – meets minimum standards to be acceptable for instructional use but encouraged to make 
improvements if appropriate to the subject matter to improve the quality of the course 
4 = Good – shows extra effort above minimum acceptable standards, though it could be improved on. 
5 = Exemplary – shows outstanding content and format, only requires updating as changes occur  

Note:  
Each instructor, once a course is approved, is encouraged to pursue continuous improvement.  Support 
is available through peer reviews, consultations with a member of the Online Instruction Committee, 
and a periodic renewal process.  Additional one on one support for innovation and course 
development can be scheduled with a member of the committee, which will focus on the online 
instructor’s goals for the course. 

Every 3-5 years, or if a course undergoes substantial revision (such as a new textbook) the course will 
go through a renewal process in order to be taught again.  This process will include evidence of growth 
in the delivery, strategies, resources, and content of the course since it was last approved.   

  

http://www.clarendoncollege.edu/programs/Moodle/Instructor%20Tutorials/Course%20Quality%20Review%20Form.docx
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Instructor develops online course using the 18 standards and 21 criteria 

on the Course Quality Review form to help develop the course. 

Instructor fills in the Course Quality Review self evaluation form and emails it 

to the online instruction committee chair to begin the review process. 

Online Instruction Committee members use the 18 standards and 

21 course quality criteria to review the course independently and 

submit results to the chair of the committee to be collated. 

Course receives an 

“unacceptable” review 

Course receives an “acceptable” 

review. 

Collated review results 

are provided to the 

instructor and members 

of the online instruction 

committee. 

Course is approved and 

available for student 

enrollment. 

Review results and comments about 

required and recommended revisions are 

emailed to the instructor from the chair of 

the Online Instruction Committee. 

Instructor makes 

required revisions 

and contacts the 

chair of the 

Online Instruction 

Committee 

requesting a 

second review. 

Instructor does not make 

required improvements. 

Course is not approved or 

available for student 

enrollment. 


