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Danville Area Community College 

Online Course Standards 

Best Practices in Designing Online Courses 

 

I. Course Introduction 

 
Standard Description 

1. Detail the general course content 

and student responsibilities, among 

other items, in your syllabus/course 

outline. 

 
1a. Core teaching material, 

resources, and instructional 

strategies need to be in place prior 

to the start of class!! 

 

Include items that address/explain the following (a helpful checklist): 

 
Course description 

 

Faculty contact information. Include a statement on how long students should expect 

to get a reply from you. DACC recommends that you respond to students at least 

once a day. 

Textbooks (https://www.bkstr.com/danvilleareaccstore) 

 Learning outcomes that are measurable. 

How the course is organized and how it works (This could be as simple 

as mentioning types of assignments and typical due dates.) 

Grading policy (A rubric is recommended.) 
 

Exams (Include the types of exams, and mention where they will be taken if it 

is a hybrid course.) 

Term papers/projects 
 

Course schedule (Students enjoy a list of due dates for the semester. It is helpful 

if you have work due on a similar day(s) each week. 
 

Research information and links (Ask students to alert you right away to dead links.) 

2. Greet and introduce yourself to 

the class with a welcome message, 

and tell them how to get started in 

the course. 

This welcome message should be the first thing students see when they initially log into 

the course. Keep the tone of this message warm and inviting. Provide a static link to your 

contact info throughout the semester. 

3. Clearly define course 

communication methods. 

Provide a link to the internal course e-mail tool. If you choose not to use internal course 

e- mail, provide your external e-mail address. 

4. Acquaint students with the course 

software. 

Try to provide students with samples of the aspects of the course they will use before 

they have to do work in the course for a grade.  Instructors can have students: 

 Introduce themselves in a discussion board forum (also builds a ‘community 

of learners’). 

 Send an email in which students explain why they enrolled in the course, what 

they already know about the content of the course, and what they hope to 

learn. 

5. Ensure that students understand 

what is required for them to succeed 

in an online course. 

Instructors can have students: 

 Send you an e-mail saying they have read and understood the 

course outline/syllabus or complete a quiz based on the syllabus. 

 

 

 

 

https://www.bkstr.com/danvilleareaccstore
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II. Course Organization and Design 

 
Standard Description 

1. Structure your course in a well- 

organized manner, and make it easy 

to navigate. (This might be a good 

area to use peer review.) 

Students should be able to intuitively get from place to place within the course. 

 Content should be divided into learning units, appropriately labeled, and presented 

in a logical manner.  Instructors typically divide these learning units into modules, 

chapters, etc. 

2. The course’s main navigation 

menu should not be cluttered with 

unnecessary items. 

Place what is most important for students to use on the menu and consider nesting 
similar items within content areas. Consider the following sample navigation links: 

 

Home Page and/or Announcements 

Introductory Materials or Start Here 

Chapter Materials 

Course Email 

Discussion Board 

Assignment Dropbox 

Due Dates 

Grades 

Technical Support & Resources (see below for items that could be nested under this link) 

 
 Student Resources & Technical Requirements (Downloads/plug-ins): 

https://dacc.edu/online/resources 

 Technical support for online classes:  

https://dacc.edu/online 

 Online Support Request Form:  

 https://dacc.edu/helpdesk/online 

 Netiquette (Link to the DACC Student Handbook): 

https://dacc.edu/student-handbook 

 Plagiarism (Link to the DACC Student Handbook): 

https://dacc.edu/student-handbook 
 The college withdrawal policy (Mention the dates.) 

https://dacc.edu/ar/withdraw 
 

3. Include statement outlining 

disability services. 

For example:  Any student who feels s/he may need an accommodation based on the impact of 

a disability should contact the Testing & Academic Services Center at 217-443-8708 (TTY 

217-443-8701) or stop by Cannon Hall Room 103.  Please speak with your instructor 

privately to discuss your specific accommodation needs in this course. 

4. Include one discussion board 

forum where students can ask 

questions about the course or 

comment upon the course. 

Sample: Place your course feedback here. So far, what is really working for you in the 

course? What suggestions would you make to improve either the design or operation of 

the course? 

5. Gather feedback from your 

students on the course so you can 

improve it for the future. 

You could use Blackboard’s internal survey tool or link to surveys you develop at free 

sites such as SurveyMonkey.com. 

 

 

 

 

 

 

 

 

https://dacc.edu/online/resources
https://dacc.edu/online
https://dacc.edu/helpdesk/online
https://dacc.edu/student-handbook
https://dacc.edu/student-handbook
https://dacc.edu/ar/withdraw
https://www.surveymonkey.com/
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III. Instructional Design 

 
Standard Description 

1. Introduce learning units with an 
overview of the topic. 

This can simply be a paragraph that briefly explains the topic to be studied. Some 

instructors call a section of their course “Course Notes from the Instructor.” If you 

choose to do this via e-mail, be sure to label it clearly in the subject line of your e-mail so 

students can easily find the notes later. 

2. Connect what the students 

already know about the topic to 

what they are going to learn. 

This can include questions or activities to make this connection. Recalling prior 

knowledge should help provide a context for the students and get them excited about the 

learning tasks ahead of them. It could be as simple as including a connection in a weekly 

mass e-mail, or including it in your notes. 

3. Write and post objectives for each 
learning unit. 

Your objectives should emanate from your course’s learning outcomes and detail 
the specific tasks that students will be able to complete. “In this unit, the student 

will…” 

4. Align your assessments to your 

objectives and outcomes. 

Use your objectives and outcomes to determine your assessments. Be consistent. For 

example, if one of your objectives states that students will evaluate a topic, make sure 

the assessment has a corresponding essay question that asks students to evaluate. 

5. Structure your learning activities 

to foster student-instructor, student- 

student, and student-content 

interactions. 

Strive to design a student-centered classroom where active learning and engaging 

activities are present. The activities covered in our latest in-service could be applied, or 

other activities you may have used for years. 

6. Clearly write your content and 

lessons. 

Ambiguity will result in confused students and a lot of emails to you. If your instructions 

aren't clear, the students don't have you in front of them to ask clarifying questions. 

Also, when a student asks a general question about an assignment, a response to the 

entire class may save you a number of e-mails. You may also use a special discussion 

board forum for this purpose. 

7. Post model submission 

assignments. 

Model assignments are examples that your students can view in order to better 

understand the differences between quality and non-quality work. To use model 

assignments from former students, get their permission in writing, and remove their 

names from the assignments prior to posting. 

8. Post rubrics for grading. Rubrics are criteria for grading non-objective tests and assignments. They let students 

know exactly how you will grade them, and they take the subjectivity out of your 

grading. You can develop rubrics for individual assignments, or in the case of discussion 

board postings, you can develop a generic rubric that applies to all posting assignments. 

9. Divide the information that you 

post for students into short, 

connected sections. 

This helps with short attention spans and bad internet connections. Many students also 

still print out your information. 

10. Try to ensure that your content 

meets the needs of students with 

different learning styles. 

Multimedia works best to meet the needs of audio, visual, and kinesthetic learners. 

Audio narrations, podcasts, videos, pictures, charts and graphs, and simulations all 

enhance learning. These items may be used as optional components. 

11. Extend your students’ learning 

with optional web resources. 

For those students who get excited about a topic and want to learn more on their own, 

provide links to web sites that you think will be helpful. Conversely, you can also 

provide links that will help remediate students who struggled through a topic. 

12. Refrain from using copyrighted 
materials illegally. 

If you are unsure as to whether you are violating copyright law, seek permission to use 

the copyrighted material. For more information on the U.S. Copyright Law, visit the 

U.S. Copyright Office’s web site:  http://www.copyright.gov.  You may also refer to the 

DACC’s Library’s web page on Copyright and Fair Use. 

 

http://www.copyright.gov/
https://dacc.libguides.com/copyright_and_fairuse

