
  

 

 

 

 
 

   
 

 

 
 

 

 

    

Distance Course Assurance Review Form 
For Permanent DL/DH/HY Approval | College of Education and Human Ecology 

Instructor Name: 
Email: 
Department: 
Course Number and Title: 

Directions: The following form is an instructor’s self-review of the proposed distance 
(DL, DH, HY) course. The instructor should complete the form with their syllabus, 
making changes or adjustments to the syllabus along the way. 

Syllabus 

Proposed syllabus uses the EHE Distance Learning Syllabus Template, includes boilerplate 
language where required (e.g. course and institutional policies) as well as a clear description of 
the technical and academic support services offered, and how learners can obtain them. 
Syllabus includes a schedule with dates and/or a description of what constitutes the beginning 
and end of a week or module. 
Course format/modality is clearly outlined, including if any synchronous sessions will be 
required and how learners will access live sessions. Note: students often expect online classes 
to be completely asynchronous, therefore it is essential to clearly list any required synchronous 
sessions in the syllabus and class schedule. 

CarmenCanvas 
When building your course, we recommend meeting with an EHE Instructional Designer who 
can develop a custom course template for CarmenCanvas. For additional guidance, see Carmen 
Common Sense: Best Practices. 

A Carmen site will be created for the course, including a syllabus, gradebook, and assignment 
submissions, at minimum. 

o Please describe how you will organize course materials and activities for a fluid learning
experience. Best practices include using Carmen Modules.
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https://go.osu.edu/ehesyllabus
https://go.osu.edu/deld_services_consultation
https://teaching.resources.osu.edu/teaching-topics/carmen-common-sense-best-practices
https://teaching.resources.osu.edu/teaching-topics/carmen-common-sense-best-practices


 
 

  
   

   

 

 

 

 
    

 

Instructor Presence 
A challenge to teaching online is creating opportunities for students to interact with their 
instructors. One solution is through online instructor presence. For resources check out the 
Teaching & Learning Resource Center’s Online Instructor Presence page and EHE’s Distance
Education resource on Creating Instructor Presence through Video. Your EHE Distance Education 
team is here to help, meeting with an EHE Instructional Designer to get started. 

o Please describe ways you intend to develop instructor presence in your online course.
Examples may include recorded video introductions, video module overviews or weekly
wrap-ups, weekly announcements, feedback (video and/or text based), and facilitating
online discussions.

Regular and Substantive Interaction 
The US Department of Education’s requirement to ensure Regular and Substantive Interaction in 
Online and Distance Learning expects course interactions to be initiated by the instructor, occur 
regularly and frequently (weekly or more often), and focus on academics. Further, student 
participation is critical in online courses, see OSU’s resource on Student Attendance and 
Participation in Online Classes to learn more. 

o What are examples of regularly scheduled interactions (weekly, at minimum) that are
initiated by you for students in your course? Examples may include facilitating online
Carmen discussions, Carmen announcements/email, office hours, zoom sessions.

o Describe weekly participation activities students will have in your course. Examples may
include discussion response, assignment submission, peer feedback, engaging in an
interactive tutorial.
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https://teaching.resources.osu.edu/teaching-topics/online-instructor-presence
https://distanceeducation.ehe.osu.edu/online-teaching/presence-online/instructor-presence-video/
https://go.osu.edu/deld_services_consultation
https://teaching.resources.osu.edu/keep-teaching/regular-substantive-interaction-online
https://teaching.resources.osu.edu/keep-teaching/regular-substantive-interaction-online
https://teaching.resources.osu.edu/keep-teaching/attendance-online-classes
https://teaching.resources.osu.edu/keep-teaching/attendance-online-classes


 

 
  

 

 

 
  

  

 

Assessment is Frequent and Varied 
Student success online is amplified when there are frequent and varied learning 
activities/assignments. For more information check out the Teaching & Learning Resource 
Center’s article on Designing Assessments for Student Learning. 

o How does your course provide a variety of assignment formats to demonstrate learning.
Examples may include formative (reflections, knowledge checks, games, discussions) and
summative assessments (papers, exams, portfolios, presentations).

o List different formats/modalities available for students to access and engage with course
content. Examples may include video, scholarly books or articles, podcasts, field
observation, textbooks, carmen text pages, interactive games, or lectures.

o Please describe opportunities in your course where students can apply course knowledge
and skills to real-world tasks (i.e. authentic assessment):

Workload Estimation 
For more information about calculating online instruction time, see ODTI’s Credit Hour
Estimation. For any course modality, university policy calls for an average or 1 hour “direct
instruction” plus 2 hours “out-of-class” time per week for each 1 credit hour. Thus, a 3 credit
hour course should average 3 hours “direct instruction” and 6 hours “out-of-class” time each
week. 

o Please describe “direct instruction” for a typical week in your course (e.g., class discussions,
lectures, course content pages, active learning activities, synchronous zoom sessions):

o Please describe “out-of-class” time for a typical week in your course (e.g., homework and
assignments, readings, assignment prep):
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https://teaching.resources.osu.edu/keep-teaching/odee-credit-hour-estimation
https://teaching.resources.osu.edu/keep-teaching/odee-credit-hour-estimation
https://teaching.resources.osu.edu/teaching-topics/designing-assessments-student


 

    

 
 

 
  

  

 
   

 
   

 

    
  

 

Technology and Tools 
For information about approved learning technologies visit OSU’s Toolsets. Technology 
questions are adapted from the SUNY OSCQR rubric and Quality Matters. 

The tools selected for the course support the learning outcomes and competencies. 
Course tools are used in a way to promote learner engagement and active learning. 
Technologies required in the course are current and easily obtainable.
 Links are provided to privacy policies for all external tools required in the course. 
Tools selected for the course meet OSU accessibility standards. 

o Will you require students to purchase additional technology (account/subscription,
equipment, etc.) to equally engage in the course? If so, please explain and provide a copy of
the syllabus statement that notifies students of this requirement:

Accessibility 
For more information or questions on accessibility, contact EHE’s accessibility coordinator. For 
tools and training on accessibility visit OSU’s Digital Accessibility Services and the Teaching & 
Learning Resource Center’s guide on Five Ways to Improve Accessibility in your Carmen Course. 

Information about the accessibility of technologies used in the course is provided. 
Any external tool used in the course has been evaluated for accessibility by OSU or is already 
approved (i.e. listed on the OSU Toolsets page). 
Accessibility statements for third party tools are provided on the syllabus. 

o How are you planning for accessibility in the design and delivery of your online course:
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https://teaching.resources.osu.edu/toolsets
https://oscqr.suny.edu/
https://www.qualitymatters.org/qa-resources/rubric-standards/higher-ed-rubric
mailto:EHE-Accessibility@osu.edu
https://das.osu.edu/
https://teaching.resources.osu.edu/toolsets/carmencanvas/guides/five-ways-improve-accessibility
https://teaching.resources.osu.edu/toolsets


 
 

 

    

 

     
 

 

 

 
   

Academic Integrity 
For more information visit Strategies and Tools for Academic Integrity in Online Environments 
and Teaching Online: Effective Practices 

In addition to the university’s academic integrity policy, your syllabus includes online-specific 
course policies, including specific parameters for each major assignment. 

o How have assignments been designed to deter cheating and/or plagiarism:

on 

Reviewer Feedback 
Instructional Designer Comments: 

Syllabus and Form reviewed by

Curriculum Committee Reviewer Comments: 
• Course structure and learning objectives
• Instructor presence
• Active learning and student engagement
• Assessments
• eLearning Tools

Adapted from ODTI Keep Teaching Online Temporary Course Assurance and College of Arts and 
Sciences Distance Approval Cover Sheet. 
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Was the EHE Syllabus Template Used? Yes PartiallyNo

https://teaching.resources.osu.edu/teaching-topics/strategies-tools-academic-integrity
https://teaching.resources.osu.edu/teaching-topics/teaching-online-effective-practices
https://ascode.osu.edu/sites/default/files/2021-10/asc-distance-approval-cover-sheet-fillable.pdf
https://teaching.resources.osu.edu/keep-teaching
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