
Online Collegial Support Form

Course Title and Semester:

Instructor's Name:

Reviewed by and Date:

The purpose of this collegial support is to assist an online course instructor with the review of a colleague's 
online course. This is a voluntary process with the goal towards improving online course design through 
constructive feedback by another instructor. The form was created as a prompting mechanism for the 
reviewer. 

Once the activity is completed, the Distance Education Committee recommends that the course instructor and 
colleague meet in person or by telephone to discuss the results. 

This form is not to be used as documentation by an instructor or administrator as part of an employee review. 
Nor should the form be submitted to a Dean or tenure review committee.



Course Design – Syllabus

Excellent Good Limited Missing N/A

Are the following items present: Course title, 
course description (matching the description 
published in the college catalog), units, book or 
materials required, start and end dates, name of 
instructor, e-mail contact address office hours, 
availability of the instructor, the instructor’s 
response time for e-mail and grading, and 
contact information for technical questions?

Is there an explanation of course organization 
and how the course will proceed from week-to-
week?

Are there descriptions of course activities and 
expected level of student participation such as 
hours of work per week? Is a late work policy 
described and penalties noted (if any) for late 
work?

Does the syllabus provide information on how 
students will be assessed? Are students given a 
clear understanding of the basis for evaluation?

Do the course’s Student Learning Objectives 
(SLO) appear in the syllabus?

Does the syllabus contain all of the required 
elements of the College’s/Division’s current 
syllabus template?

Are links to college behavior policies such as 
plagiarism or cheating clearly labeled and easy 
to find in the course?



Course Design – Mechanics

Excellent Good Limited Missing N/A

Is there an orientation and/or “start here” 
module incorporated into the course design to 
acquaint the student with the course, 
expectations, goals, and objectives?

Do learning goals and objectives appear in each 
course unit?

Do the course objectives and learning outcomes 
match those found in Shasta College Course 
Outline of Record?

Is the course schedule easy to locate in the 
learning management system?

Do students know when assignments, quizzes 
and exams are due?

Is course navigation intuitive?

Is course navigation consistent throughout the 
class?

Is there redundancy of key information built 
into the course such as instructor contact 
information, references to online HELP 
resources, and due dates repeated throughout 
the class?



Regular, Effective and Substantive Contact

Excellent Good Limited Missing N/A

Are the instructor’s contact preferences, e-mail, 
and emergency contact information easy to find 
and stated clearly in the course?

Is there a specific forum created within the 
course for questions regarding course content?

Do all communications take place within 
Canvas or the instructor's @shastacollege.edu 
account?

Is there asynchronous and synchronous 
communication (such as Chat or Collaboration 
in Canvas) built into the course*? 

Is there a means for anonymous student 
feedback built into the course that provides the 
instructor with constructive information about 
course design and content with an eye towards 
improving the online class before the next time 
it is taught?

Are all activities that might create educational 
records (as defined by FERPA, the Family 
Educational Rights and Privacy Act of 1974) or 
that involve regular effective contact conducted 
within Canvas and Canvas integrations only?

Are there many types of interaction built into 
the class (discussion forums, chat rooms, wikis, 
announcements, private messages regarding 
assignments and grades)?

*Asynchronous communication (as in discussion forums) builds critical reflection, and to a lesser degree,
practices social skills. Synchronous communication activities (as in a chat room or Canvas Collaborate
session) practice real-time interactions and promotes social skills.



Instruction

Excellent Good Limited Missing N/A

Does the course content reflect the syllabus?

Does the instructor send out a welcome 
message to students prior to the start of the 
class?

Does the course use a variety of online 
components to deliver information (e-books, 
games, chat room discussions, forums, polls 
etc.)?

Are multiple types of assessments employed 
(such as papers, objective tests, discussions and 
so forth)?

Does content flow logically through the course. 
(For example, course starts with basics and 
moves to more advanced concepts and skills as 
the class progresses and students gain 
confidence in the material)?

Are the assignments easy to locate?  

Are instructions for evaluation detailed and 
clear including time limit or due date?

Are due dates reflected in the course calendar 
or are reminders sent to students?

Are rubrics or sample assignments used that 
give a student an idea of what is expected in the 
assignment?

Are multimedia resources integrated within the 
class? 

Are supplementary multimedia materials that 
are optional labeled as such?

Are publisher materials (if used) integrated 
within the class?



Accessibility

Excellent Good Limited Missing N/A

Are fonts simple and easy to read?

Do the text colors and backgrounds have 
sufficient contrast?

Are flashing text or images eliminated in the 
class or is there a warning for students that 
there are flashing objects in the class? (Flashes 
can stimulate seizures)

Do images include alternate text or are 
accompanied by descriptive text? (No images 
should be used without description or 
explanation that can be read with a text reader). 

Are there learning activities or instructional 
media that are inherently inaccessible? If these 
features are present, is there an alternative 
accommodation offered?

Do multimedia resources include captioning or 
transcripts?

Do materials used in the course support a 
variety of learning modalities: audio, visual, 
and text-based?

Are all instructional materials available through 
free and accessible programs or applications?

Are links and instructions for downloading 
these free and accessible programs and 
applications provided in the course? For 
example, Adobe Reader, Google Earth, Google 
Docs etc.

Are students encouraged to communicate with 
their instructor and with each other within the 
college-approved learning management 
system?



Accessibility, continued

Excellent Good Limited Missing N/A

Does the instructor describe clear policies 
regarding netiquette, personal privacy and safe 
computing? 

Does the instructor encourage the use of the 
Library, Writing Center and other student 
support services available on campus and 
online at Shasta College?

Additional Comments:
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