
Review process to renew existing online courses 

Each existing online course will go through a renewal process when major changes have been made to 

the course (such as a change of textbooks) or every 3 years from its last approval. The purpose of this 

process is to assure that each course continues to follow the standards and criteria used to originally 

approve a new course and with changes that have been made to the basic template and policies used 

for online courses taught through Clarendon College. 

If a course has undergone major changes, the instructor should notify the chair of the Online Instruction 

Committee that this has occurred so the course can be reviewed and renewed at that time. If there has 

not been any major changes but the course was last approved 3 years earlier, the instructor will be 

notified by email when it is time for the course to be renewed. 

Renewal Process 

1. The instructor logs into the Moodle Sandbox server and opens the Online Course Assessments 

course where all assessment documentation is archived. 

 

 

2. The instructor opens the Course Renewal Forms unit in the course and follows the instructions to 

complete and submit a self evaluation of the course to be renewed. 

 

 

3. Members of the Online Instruction Committee evaluate the course independently. The chair of the 

committee collates the results and emails the instructor if there are areas where revisions need to 

be made before the course can be renewed. 

 

4. Once all standards and criteria on the form have received an acceptable rating, the instructor will 

receive notification by email that the course has been approved for renewal.  

 

5. The collated results from the committee will be made available to the instructor in the same Online 

Course Assessments course where all assessment documentation is archived. 

 

 

 


