BHU Online Course Checklist 
Instructions: Use the columns to the right of each statement to assess whether the course contains that particular element. Place a √ next to the item if the statement has been met. Not applicable (N/A) is marked when the element does not apply to the course. A space for comments is provided next to each checkbox. Please submit your signed checklist copy by (Date set to particular Semester/Term) to the following individuals.  (Digital Signatures are accepted.)
Please complete the checklist below and provide copies to the
Dr. Wes Wilson at wes.wilson@beulah.edu and Susie Shanlian at onlinedepartment@beulah.edu
	SECTION 1: Course Information

	This section refers to the online course syllabus, the course information, and instructor profile.
	√
	N/A
	Comments

	1. Correct Syllabus is loaded and matches the syllabi in FAWeb. Send updated file to the Online Department to be loaded properly.  
	
	
	

	2. The course description is correct on the home page and matches the syllabus. Note: to edit the course description go to the Course>Settings>Details, scroll down to the Course Description area, add the description and scroll down to the bottom to save/submit. The course description will be viewed on the right side of the Course Home Page. 
	
	
	

	3. Instructor’s Picture and Bio has been added in “MY ACCOUNT” from the left panel of the Home Dashboard.
	
	
	

	4. Confirm MBS Direct lists the correct textbook/s (including edition number) for student view.
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	SECTION 2:  Interaction and Collaboration

	Interaction and collaboration refer to the extent to which there is student-instructor, student-content interaction. Exemplary courses should integrate many ways to interact and collaborate in the online environment.
	
√
	
N/A
	
Comments

	1. Student participation requirements/expectations are clearly stated. This may be created as a course announcement or information added to the first assignment and/or in the syllabus.
	
	
	

	2. Instructor provided introduction announcements. 
To make course announcements to go Course>Announcements (on the left-hand panel), create the Announcement and submit.  It will appear on the Course Home Dashboard for all enrolled students to view. Any number of announcements may be added to the course at any time for the students to view.  The most recent announcement will appear at the top.
	
	
	

	3. Instructor contact preference is clearly stated. Students may select “Contact” next to the instructor’s profile pic on the Course Home Dashboard to send a message to the Instructor. If a different contact approach is desired, post an announcement with instructions.
	
	
	



	SECTION #3:  Online Course Design

	Course Design and Organization refers to elements of instructional design in an online course. This includes structure, instructional strategies, and overall course set-up.
	
√
	
N/A
	Comments

	1. Course structure is clear and understandable.
	
	
	

	2. Course schedule (calendar) matches the layout of the syllabus and course shell.  
	
	
	

	3. All media links used in the course are accurate and up-to-date. Go through each Weekly Assignment making sure all links work. Example: Week 4 Discussion Board is accurately linked. 
	
	
	

	4. All Discussion boards are posted and have starter threads. If the instructor’s profile does not show properly, recreate the discussion boards by selecting +NEW POST.  Delete the ones not needed, but then make sure they are reconnected/linked to the correct Weekly Assignment content.
	
	
	

	5. Quizzes/Tests: All assessments/quizzes are properly loaded in the TESTS tool. Confirm the assessment matches the correct week and course contents. Confirm the point assignments are correct. 
To review each quiz questions, click on Tests, locate the test, to the right of the test, select the icon “PRINT ANSWER KEY”. This will show all questions and answers for the test.  Also, in the Gradebook, click Edit to the right of the desired gradebook item to view the points awarded.
	
	
	

	6. All Dropbox items are properly labeled and attached to the corresponding Weekly Assignment content.
	
	
	

	7. The Gradebook has all gradable items for the course and the correct point assigned. To add a new gradebook item, select “+New Gradebook Item”.  Edit all Gradebook items for proper point totals. To view the open full gradebook showing all gradebook items and total points, click on Gradebook>Full Gradebook.  
	
	
	

	8. OTHER: Please list any other items missing or that need editing in your course.  
	
	
	



By signing this document, you are confirming that you have reviewed all sections of the online courses and agree to follow the guidelines for online instruction. (A copy will be placed in your employee file.)
Faculty Signature 								 (electronic signatures are acceptable)
Date 															
Additional Comments:  													

(Please email a copy to wes.wilson@beulah.edu and onlinedepartment@beulah.edu.  Thank you.)



