
Calhoun Distance Learning Rubric 
Getting Started 

Number Standard Excellent Acceptable Needs 
Improvement 

1 Instructions make clear how to get started and where to find various course components 
(QM 1.1). 

• Instructors can meet this standard in a variety of ways. However, an informative 
introductory announcement and a navigation/orientation video are needed. 

o An informative introductory announcement should include: 
▪ Instructor contact information 
▪ Directions to read through all documentation in the Start Here 

module, the Syllabus menu item, and on the Home Page. 
▪ Overview of Week 1 assignments 
▪ Any other vital information 

o A navigation/orientation video is a screen capture video showing 
students where to find essential information and course components like 
the syllabus, modules/units, discussions, email, etc. 

o Other methods like the following can also be used: 
▪ Thorough instructions on the Home Page. 
▪ Instructions on what to do and when to turn assignments in for 

Week 1 in the first content module. 
▪ Other creative ways to inform students 

   

2 Minimum technology requirements for the course are clearly stated, and information on 
how to obtain the technologies is provided (QM 1.5). 

• The Student Resource Center page (standard 5) included in the Start Here 
module will provide information on technology requirements for courses that 
only utilize Canvas. 

• If the course requires students to use additional technology or software (e.g., 
publisher content, Honorlock, etc.), the course should include information on 
technical requirements for that technology and how to obtain the technology on 
the Course Resources page in the Start Here module. 

   



 
 

3 The self-introduction by the instructor is professional and is available online (QM 1.8). 

• This introduction can be a video or a well-written introduction with a picture. The 
introduction allows your students to get to know you.  

   

4 The Canvas Student Orientation (CSO) is available via a link and is required. 

• This link is included in the Start Here module in the default template in your 
Canvas course shell. The link is current and available to students. 

• Instructors require online and hybrid students to complete this orientation. 

   

5 The course includes the Student Resource Center page with a description of available 
resources (QM 1.4, 6.4, 7.1, 7.2, 7.3, 7.4, 8.6). 

• This page is included in the Start Here module in the default template in your 
Canvas course shell. The link is current and available to students. 

   

Feedback for Getting Started 
 

 

Objectives & Content Alignment 
(Note: To assist in meeting the standards in this section, we would highly recommend creating an objective map that will help you align 

assessments, instructional materials, learning activities, and tools to your course and module objectives.) 

Number Standard Excellent Acceptable Needs 
Improvement 

6 The course learning objectives describe outcomes that are measurable (QM 2.1). 

• These objectives are usually broad and cover the entire course. 

• Objectives use words/verbs that can be measured and demonstrate what the 
student will be able to do upon successfully completing the course. 

   



• Course objectives are often established at the state or college level and cannot 
be changed. If the course objectives are not measurable and are required, this 
standard can still meet expectations if the module/unit-level learning objectives 
(standard 7) are measurable. 

7 The module/unit-level learning objectives describe outcomes that are measurable and 
consistent with the course-level objectives (QM 2.2) 

• These objectives are usually more specific than course objectives and apply to a 
specific unit, module, or week. They are found within the content of the course 
on the Module Overview pages. 

• These objectives are consistent with course learning objectives in that they lead 
students to meet the course objectives. 

• Objectives use words/verbs that can be measured and demonstrate what the 
student will be able to do upon successfully completing the module/unit. 

   

8 The assessments measure the achievement of the stated learning objectives or 
competencies (QM 3.1). 

• Do the assessments align with the objective? For example, an objective may state 
that a student needs to summarize a particular topic. An aligned assessment will 
provide the student the opportunity to do so. This could be an essay question, a 
paper, a discussion board, etc. It would most likely not be a multiple choice or 
true/false question. 

   

9 The instructional materials contribute to the achievement of the stated learning 
objectives or competencies (QM 4.1).  

• Do the instructional materials cover the necessary content related to the 
objectives? For example, an objective may state that a student needs to describe 
a process. Aligned instructional materials would detail the steps of the process 
for the student, giving them the information they would need to later describe 
the process. 

   

10 The learning activities promote the achievement of the stated learning objectives or 
competencies (QM 5.1). 

• Do the learning activities help the students meet the objectives? For example, an 
objective may state that a student needs to identify the parts of an image. An 
aligned learning activity would provide the student the opportunity to do so. 

   



Examples from the QM annotation include class discussions, simulation exercises, 
practice quizzes, case studies, role-playing, student presentations, and labs.1 

• Learning activities are typically low-stakes assignments that help students build 
up to meeting an objective. 

11 The tools used in the course support the learning objectives or competencies (QM 6.1). 

• Do the tools help the students meet the objectives? For example, an objective 
may state that a student needs to practice reciting a speech. An aligned course 
tool, like a web conferencing tool, would provide the student the opportunity to 
do so. 

• Course tools include software or applications used for content delivery, providing 
feedback, and/or student interaction. Course tools may be found within the LMS 
or may be from a third-party/outside source.2 

   

Feedback for Objectives & Content Alignment 
 

 

Navigation & Design 
Number Standard Excellent Acceptable Needs 

Improvement 

12 Calhoun’s Consistent Navigation Experience (CNE) is implemented properly in the course. 

• The course menu matches Distance Learning’s current Consistent Navigation 
Experience (CNE) course menu. 

o The course menu has not been altered. The arrangement of the buttons 
on the course menu have not been changed, and course menu buttons 
have not been removed.  

   

                                                           
1 Quality Matters Higher Education Rubric and Annotation, Sixth Edition, 25. 
2 Quality Matters Higher Education Rubric and Annotation, Sixth Edition, 30. 



o Syllabus button includes Course Syllabus (with grading plan), link to 
Calhoun’s college syllabus, and Course Summary section assignments are 
titled and dated correctly. 

o Additional menu items (if any) are approved LTIs and are not used as 
exclusive access to content and assignments. 

• The course’ Home Page includes the following: 
o Calhoun template banner with the course title, instructor name, and 

semester 
o Calhoun template navigation buttons (Start Here linked to Start Here 

module, Learning Modules linked to modules page, Student Resources 
linked to Student Resource Page, Help and Support linked to Help and 
Support module) 

o Welcome Banner and brief welcome message to students (one to two 
sentences) 

o Course Navigation video 
o The Home Page should have most recent announcements enabled at the 

top, at least one but no more than three 

• The course’s Start Here module should include the following (in order): 
o Course Overview (see Standard 1) 

▪ Page includes Course Objectives (objective map recommended) 
of the course where all objectives are measurable 

▪ Should also include Expectations for students, e.g. how often to 
access course, typical schedule of due dates 

▪ Page also includes Grading Scheme (see Standard 21) 
o About Your Instructor (see Standard 3) with Contact Information section 

including at minimum Office Hours (if virtual post link) and email. 
o Canvas Student Orientation for current academic year (provided by 

Distance Learning) 
o Course Resources including links, descriptions, and detailed instructions 

for any third-party publisher content and platforms used in the course 
o Student Resource Center page (provided by Distance Learning) (see 

Standard 5) 
o Policies and Documents 



▪ Page includes Communication Policy in Documents section, a 
personalized copy of the Calhoun DL Communication Policy (see 
Standard 19) 

o Attendance Verification Assignment (provided by Distance Learning) 
o Course Q&A forum or alternately, clear directions on where students can 

go to ask questions about the course. 

13 Course navigation facilitates ease of use (QM 8.1). 

• Navigation is consistent throughout the course.  

• Modules are used to house all content and graded items with consistent ordering 
o Modules should follow this pattern: Overview page, learning materials, 

assignments, assessments, and a wrap-up page. 

• Materials, activities, and content folders are clearly labelled. 
o Text headers can be used within the module to label sections for learning 

materials and graded items. 

• Links (internal and external) are active, working links and redirect to correct 
content.  

   

14 The course design facilitates readability (QM 8.2). 

• Calhoun template formatting is used for Home Page, content pages, and graded 
items. 

• Errors in spelling, grammar, and punctuation are minimal. 

• White/negative space is found around content. 

• Font styles are consistent throughout the course. 

• Font styles/faces are large, easy-to-read, and limited to one or two throughout 
the course. 

   

15 Course materials are organized appropriately into manageable sections of content and 
activities. 

• Canvas requires the use of modules, all content and graded items should be 
accessible from the modules page (see Standard 13). 

• Canvas uses modules terminology, but instructor can name modules as weeks, 
units, chapters, or other context-appropriate terms. 

   

16 A variety of instructional materials is used in the course (QM 4.5). 

• Course materials include a combination of the following: original instructor 
videos, third-party videos, podcasts, PowerPoint notes, printable notes, scholarly 
journal articles, textbook readings, etc. 

   



• The course includes instructional materials that promote student-to-student 
interaction.  

17 The instructor’s presence is clearly felt in the instructional materials offered in the 
course. 

• The instructor utilizes original, self-created instructional materials. 

• There are more original, self-created instructional materials than third-party 
instructional materials.   

   

Feedback for Navigation & Design 
 

 

Communication & Interaction 
Number Standard Excellent Acceptable Needs 

Improvement 

18 Announcements are posted on a weekly basis. 

• At a minimum, weekly announcements should provide an overview of 
instructional materials and graded activities for the week.  

   

19 The instructor has included a communication policy in their course information that 
meets the following standards: 

• Response time is one business day (24 hours excluding weekends). 

• Feedback time is stated as “One week unless otherwise indicated.” 

• Communication expectations for online discussions, email, Canvas messaging, 
and other forms of interaction are clearly stated (QM 1.3). Statements regarding 
usage of professional tone and correct spelling and grammar are included, as 
well as preferred means of communication (email or Canvas messaging). 

   



• The instructor’s plan for interacting with learners during the course is clearly 
stated (QM 5.3). Statements regarding feedback times for assignments and tests 
are included.  

• The requirements for learner interaction are clearly stated (QM 5.4). 

20 Learning activities provide opportunities for interaction that support active learning (QM 
5.2). 

• The course includes opportunities for learner-to-instructor interaction, learner-
to-content interaction, and learner-to-learner interaction. 

   

Feedback for Communication & Interaction 
 

 

Evaluation & Feedback 
Number Standard Excellent Acceptable Needs 

Improvement 

21 The course grading policy is stated clearly at the beginning of the course (QM 3.2). 

• The grading plan is available as part of the syllabus and the syllabus is included 

on the Syllabus menu item. 

• The instructor follows the grading policy established in the syllabus.  

   

22 Specific and descriptive criteria are provided for the evaluation of learners’ work, and 
their connection to the course grading policy is clearly explained (QM 3.3). 

• The instructor follows the feedback protocol established in the syllabus and/or 

communication policy.  

• Formative feedback is provided by rubrics and/or other methods as appropriate. 

• Students are shown how to access feedback at the beginning of the semester. 

   

Feedback for Evaluation & Feedback 



 

 

Accessibility 
(Note: Canvas ALLY is available to assist instructors in meeting these standards.) 

Number Standard Excellent Acceptable Needs 
Improvement 

23 The course provides accessible text and images in files, documents, LMS (Learning 
Management System) pages, and web pages to meet the needs of diverse learners (QM 
8.3). 

• All course materials and tools should adhere to the following requirements: 
o Font Faces: The default Canvas font is Lato Extended and is preferred. 

The ADA compliant font faces include Arial, Times New Roman, Tahoma, 

Georgia, and Verdana. Italic and bold font is considered ADA compliant, 

but only links can be underlined. 

o Font Color: All text will be black except for text links. Color alone cannot 

be used to emphasize meaning.  

o Font Size: All text will be no smaller than 12pt. Larger text is acceptable 

for a heading, but it is recommended that headings use the default 

Heading, Sub Heading 1, and Sub Heading 2 formats built into Canvas and 

Microsoft Office rather than assigning specific sizes.  

o All images in Canvas, Word, PowerPoint, and PDFs should have an alt tag 

describing the information contained in the image, or be marked 

decorative when appropriate. 

o Infographics and images of graphs or tables may require a long 

description. 

   



o There must be at least a 7:1 color contrast ratio; WebAIM offers a color 

contrast checker:  https://webaim.org/resources/contrastchecker/ 

o Hyperlinks use descriptive text (ex. not “click here”). 

24 The course provides alternative means of access to multimedia content in formats that 
meet the needs of diverse learners (QM 8.4). 

• All original instructor videos used in online and hybrid courses must contain 

accurate closed captioning. 

• Calhoun faculty will also be responsible for ensuring videos used from other 

third-party sources are closed captioned. 

• Audio files must have accurate transcripts available. 

   

Feedback for Accessibility 
 

 

Portions of this rubric were adapted from the Quality Matters Higher Education Rubric and Annotation, Sixth Edition. All QM standards are 

notated. 

https://webaim.org/resources/contrastchecker/

