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Checklist for Online Syllabi
Seven of the main evaluation categories address syllabus content: Instructor Information, Course Information, Texts, Course Procedures, Grading, and Schedule. Two categories address Technical and Design aspects of an online syllabus.
Adapted from:  Welsh, Teresa.  An Evaluation of Online Syllabi in the University of Tennessee College of Communications, Sloan-C Now, December 2008, Retrieved from http://www.sloanconsortium.org/publications/magazine/v4n2/welsh.asp 
	
	Criteria 
	None/Poor
	Adequate  
	Excellent

	Design
	 Legible fonts
	
	 
	 

	
	 Uniform style, layout 
	
	 
	 

	
	 Well-organized, logical flow
	
	 
	 

	
	 Visual appeal, wise use of color & graphics 
	
	 
	 

	
	 Balance of color & white space 
	
	 
	 

	
	
	
	
	

	Technical
	 Correct spelling, grammar 
	
	 
	 

	
	 Correct HTML code (not browser specific) 
	
	 
	 

	
	 Dates current 
	
	 
	 

	
	 Links accurate
	
	 
	 

	
	
	
	
	

	Instructor Information
	 Full name 
	
	 
	 

	
	 Title
 
	
	 
	 

	
	 College Name and Address
	
	
	

	
	 Office location & hours 
	
	 
	 

	
	Criteria
	None/Poor
	Adequate
	Excellent

	
	 Office and/or home phone 
	
	 
	 

	
	 E-mail address 
	
	 
	 

	
	
	
	
	

	Course Information
	 Course title and number 
	
	 
	 

	
	 Semester and CRN
	
	
	

	
	 Course description
	
	
	

	
	 Prerequisites
	
	
	

	
	 Course objectives 
	
	 
	 

	
	 Instruction and assessment methods 
	
	 
	 

	
	 E-mail and communication policy
 
	
	 
	 

	
	 Required software and/or plugins
	
	
	

	
	DSPS Statement
	
	
	

	
	
	
	
	

	Text Information
	 Required text(s) 
	
	 
	 

	
	 Recommended text(s) 
	
	 
	 

	
	 Cost of text and Access Codes 
	
	 
	 

	
	 Additional required materials
	
	
	

	
	 Where available to purchase
	
	 
	 

	
	
	
	
	

	Course Procedures
	 Attendance 
	
	 
	 

	
	 Participation 
	
	 
	 

	
	 Missed exams 
	
	 
	 

	
	Criteria
	None/Poor
	Adequate
	Excellent

	
	 Late assignments 
	
	 
	 

	
	 Plagiarism and Academic Integrity Policy 
	
	 
	 

	
	
	
	
	

	Grading
	 Course requirements 
	
	 
	 

	
	 Grading criteria/rubrics

	
	 
	 

	
	 Numeric point value of each item
 
	
	 
	 

	
	 % value of each item 
	
	 
	 

	
	 Grading scale 
	
	 
	 

	
	 Expected turnaround time for grading
	
	
	

	
	 Extra credit rules
	
	
	

	
	
	
	
	

	Schedule
	 List of topics by week 
	
	 
	 

	
	 Assignment due dates 
	
	 
	 

	
	 Exam dates 
	
	 
	 

	
	 Reading and/or exercises

	
	 
	 

	
	 Holidays, off days
	
	
	

	
	 Official start and end dates for course
	
	
	

	
	
	
	
	


� Indicate preference for how students are to address instructor.


� Explain response time a student can expect to hear back from the instructor.  Explain the appropriate use of external mail versus using the online course email system or the discussion board for asking questions.


� Explain what (if any) is the appeal procedure for a graded assignment.  Explain what (if any) is the appeal procedure for course grades.  


� Explain if any assignments are to be dropped from final grade averaging.


� Explain what reading and/or exercises are assigned for content mastery (not necessarily turned in).





