
 

 

CRITERIA FOR PROPOSING COURSES WITH HYBRID AND ONLINE-ONLY 1 

COMPONENTS   2 

THIS POLICY ACKNOWLEDGES THAT ONLINE-ONLY AND HYBRID INSTRUCTION CAN HELP MEET 3 

THE NEEDS OF OUR UNIVERSITY COMMUNITY WHILE ADDRESSING OPPORTUNITY GAPS AND 4 

ENHANCING RETENTION AND GRADUATION RATES. IT ALSO ACKNOWLEDGES THAT FACULTY 5 

HAVE ACADEMIC FREEDOM TO INNOVATE THEIR COURSES AS WELL AS RESPONSIBILITY AND 6 

CONTROL OVER ALL CURRICULAR DECISIONS. TO ENSURE CONTINUITY IN DELIVERING HIGH-7 

QUALITY EDUCATION ACROSS ALL MODES OF INSTRUCTION, SPECIFIC JUSTIFICATIONS AND 8 

EXAMPLES FOR PROPOSING COURSES WITH HYBRID AND ONLINE-ONLY COMPONENTS ARE 9 

OUTLINED BELOW. THESE CRITERIA WERE DEVELOPED IN ALIGNMENT WITH EVIDENCE-BASED 10 

BEST PRACTICES FOR TECHNOLOGICALLY MEDIATED TEACHING AND LEARNING, AS OUTLINED 11 

IN THE ONLINE WHITE PAPER FROM THE ACADEMIC SENATE OF THE CSU. 12 

1. ALL COURSES MUST BE APPROVED THROUGH APPROPRIATE CURRICULAR 13 

PROCEDURES. 14 

2. PROGRAMS MUST ENSURE THAT THE ADDITION OF NEW ONLINE-ONLY AND HYBRID 15 

COURSE PROPOSALS OR CHANGE TO ONLINE-ONLY OR HYBRID WITHIN A PROGRAM 16 

DOES NOT CONSTITUTE THE PROGRAM BECOMING 50% OR MORE ONLINE WITHOUT 17 

APPROVAL FROM WSCUC AS A DISTANCE EDUCATION PROGRAM. 18 

3. COURSES THAT INCLUDE SEPARATELY LISTED COMPONENTS, E.G., A LECTURE AND A 19 

LAB SECTION, MUST INDICATE THE INSTRUCTIONAL MODE(S) FOR EACH COMPONENT. 20 

EACH COMPONENT THAT INVOLVES ONLINE-ONLY OR HYBRID INSTRUCTION MUST 21 

HAVE A SEPARATE JUSTIFICATION FOR THAT INSTRUCTIONAL MODE THAT ADDRESSES 22 

ALL OF THE RELEVANT STANDARDS. 23 

4. NEW COURSE PROPOSALS AND COURSE MODIFICATIONS SEEKING APPROVAL TO 24 

CONVERT TO HYBRID OR ONLINE-ONLY MUST ADDRESS IN THEIR JUSTIFICATION THE 25 

FOLLOWING QM STANDARDS. THE FEASIBILITY OF OFFERING THE ONLINE-ONLY OR 26 

HYBRID COURSE COMPONENT WILL BE ASSESSED BASED ON EVIDENCE PROVIDED IN 27 

THE JUSTIFICATION AS WELL AS CONSIDERATION OF: 28 

 PROGRAM COSTS, INCLUDING EQUIPMENT, FACULTY WORKLOAD IN 29 

DEVELOPING MATERIALS, ACADEMIC SUPPORT, AND STUDENT SERVICES. 30 

 AVAILABILITY OF APPROPRIATE CAMPUS SUPPORT FOR INSTRUCTIONAL 31 

DESIGN, TECHNICAL ASSISTANCE, TECHNICAL SUPPORT, AND FACULTY 32 

PROFESSIONAL DEVELOPMENT. 33 

  JUSTIFICATION  ANNOTATION/EXAMPLE  

1  PURPOSE AND STRUCTURE 
OF THE ONLINE COURSE 

LIST THE INSTRUCTION MODE(S) (ONLINE-ONLY OR HYBRID) 
AND DELIVERY MODALITY (SYNCHRONOUS VS. 



 

 

ASYNCHRONOUS); PROVIDE THE BREAKDOWN OF FACE-TO-
FACE VS. ONLINE COMPONENTS; GIVE A BREAKDOWN OF 
SYNCHRONOUS VS. ASYNCHRONOUS COMPONENTS FOR 
ONLINE COURSES; DESCRIBE THE MODES OF 
COMMUNICATION; AND GENERAL TYPES OF LEARNING 
ACTIVITIES IN THE COURSE 

2  REQUIREMENTS FOR 
STUDENT INTERACTION 

LIST ANY SPECIFIC REQUIREMENTS EXPECTED OF STUDENTS. 
THIS MAY INCLUDE REQUIRED LOG-INS, ASYNCHRONOUS 
INTERACTION (E.G., DISCUSSION BOARDS, VIDEO, OR VOICE 
RECORDINGS), AS WELL AS ANY REQUIRED SYNCHRONOUS 
MEETINGS AND PARTICIPATION (E.G., CLASS DISCUSSION OR 
BREAKOUT ROOMS). 

FOR HYBRID COMPONENTS, THE SCHEDULE OF IN-PERSON 
CLASS MEETINGS VS. ONLINE COURSE DELIVERY SHOULD BE 
EXPLICIT. 

FOR ONLINE COMPONENTS, THE SCHEDULE OF 
SYNCHRONOUS VS. ASYNCHRONOUS MEETINGS SHOULD BE 
EXPLICIT 

3  MINIMUM TECHNOLOGY 
REQUIREMENTS FOR THE 
COURSE, AND HOW TO 
OBTAIN THE TECHNOLOGIES 
LISTED 

LIST ALL TECHNOLOGIES NEEDED TO PARTICIPATE IN THE 
COURSE, INCLUDING ANY NECESSARY TO COMPLETE 
COURSE ASSIGNMENTS OR ACTIVITIES.  TECHNOLOGIES 
REFERS TO HARDWARE, SOFTWARE, SUBSCRIPTIONS, PLUG-
INS, MOBILE APPLICATIONS (APPS) AND/OR PUBLISHER 
MATERIALS OR OPEN-EDUCATIONAL RESOURCES (OERS). 

IF STUDENTS NEED TO DOWNLOAD AND/OR PURCHASE ANY 
TOOLS OR EQUIPMENT, INFORMATION ON WHERE TOOLS 
CAN BE OBTAINED SHOULD BE SPECIFIED. 

FOR HYBRID COURSES, IF TECHNOLOGY OR SOFTWARE WILL 
BE PROVIDED DURING IN-PERSON MEETINGS (E.G., IN-
PERSON SESSIONS WILL MEET IN A COMPUTER LAB), THIS 
SHOULD BE EXPLICIT. 

4  COMPUTER SKILLS AND 
DIGITAL INFORMATION 
LITERACY SKILLS REQUIRED 
OF STUDENTS 

GENERAL, AS WELL AS COURSE-SPECIFIC TECHNICAL SKILLS, 
SHOULD BE SPECIFIED.  EXAMPLES MAY INCLUDE: 

 USING THE LEARNING MANAGEMENT 
SYSTEM 
 CREATING AND UPLOADING WORD 
PROCESSING FILES TO SUBMIT ASSIGNMENTS 



 

 

 DOWNLOADING AND INSTALLING SOFTWARE 
FOR CLASS USE 
 USING SPREADSHEET PROGRAMS 
 USING WEB CONFERENCING PROGRAMS 
 USING ONLINE LIBRARIES AND DATABASES 
TO LOCATE APPROPRIATE INFORMATION 
 PREPARING A PRESENTATION OF RESEARCH 
FINDINGS USING PRESENTATION AND/OR 
GRAPHICS PROGRAMS 

5  MEASURABLE COURSE 
LEARNING OUTCOMES (E.G., 
SKILLS, KNOWLEDGE, 
ATTITUDES) THAT WILL BE 
ACHIEVED UPON 
SUCCESSFUL COMPLETION 
OF THIS COURSE 

MEASURABLE COURSE LEARNING OUTCOMES CLEARLY 
DESCRIBE WHAT STUDENTS WILL LEARN AND BE ABLE TO 
DO IF THEY SUCCESSFULLY COMPLETE THE COURSE. THEY 
DESCRIBE ACTIONS THAT ARE SPECIFIC AND OBSERVABLE, 
AS MEASURED BY THE INSTRUCTOR. 

EXAMPLES OF MEASURABLE LEARNING OUTCOMES ARE:  

 SELECT APPROPRIATE TAX STRATEGIES FOR 
DIFFERENT FINANCIAL AND PERSONAL 
SITUATIONS. 
 DEMONSTRATE CORRECT USE OF PERSONAL 
PROTECTIVE EQUIPMENT. 
 CREATE AN ORIGINAL COMPOSITION USING 
COMPUTER TECHNOLOGY. 
 ANALYZE A CASE STUDY TO DETERMINE THE 
CAUSE OF THE ORGANIZATIONAL ISSUE. 

EXAMPLES OF LEARNING OUTCOMES THAT ARE NOT 
MEASURABLE ARE: 

 UNDERSTAND VARIOUS TAX STRATEGIES 
 LEARN THE BASICS OF USING PERSONAL 
PROTECTIVE EQUIPMENT 
 DEMONSTRATE AN UNDERSTANDING OF 
USING COMPUTER TECHNOLOGY FOR MUSIC 
COMPOSITION 
 REALIZE THE SIGNIFICANCE OF 
ORGANIZATIONAL ISSUES 

6  INSTRUCTIONAL MATERIALS 
REQUIRED FOR THE COURSE 

INSTRUCTIONAL MATERIALS MAY INCLUDE PHYSICAL OR 
ELECTRONIC TEXTBOOKS, OPEN EDUCATIONAL RESOURCES 
(OERS), PUBLISHER- OR INSTRUCTOR-CREATED MATERIALS, 



 

 

SLIDE PRESENTATIONS, ETC. THESE MATERIALS SHOULD 
ALIGN WITH THE COURSE LEARNING OUTCOMES. 

7  PLANS FOR STUDENT-
STUDENT INTERACTION AS 
WELL AS PLANS FOR ACTIVE 
LEARNING IN THE COURSE 

ONLINE COURSE COMPONENTS SHOULD INCORPORATE 
STUDENT-STUDENT INTERACTION AND ACTIVE LEARNING.  

EXAMPLES OF STUDENT-STUDENT INTERACTION INCLUDE:  

 DISCUSSION BOARDS 
 SMALL-GROUP PROJECTS 
 PEER REVIEW OF PAPERS 
 GROUP COLLABORATION USING ONLINE 
TOOLS 

EXAMPLES OF LESSONS THAT INCORPORATE ACTIVE 
LEARNING INCLUDE: 

 STUDENTS ARE ASKED TO WATCH EXAMPLES 
OF PERSUASIVE SPEECHES, THEN IDENTIFY 
SPECIFIC COMPONENTS OF EFFECTIVE DELIVERY. 
STUDENTS RECEIVE TIMELY FEEDBACK FROM THE 
INSTRUCTOR ON THE ASSIGNMENT. 
 STUDENTS ARE ASKED TO VIEW VIRTUAL LAB 
CONTENT AND COMPLETE AN END-OF-LAB QUIZ. 
THEN STUDENTS DISCUSS ASPECTS OF THE 
VIRTUAL LAB IN AN ONLINE DISCUSSION FORUM. 
THE INSTRUCTOR FACILITATES THE DISCUSSION 
AND HIGHLIGHTS KEY CONCEPTS FROM THE LAB 
BEFORE CONCLUDING THE DISCUSSION. 

8  PLANS FOR STUDENT-
INSTRUCTOR INTERACTION, 
INCLUDING FOR COURSE 
COMMUNICATION AND 
TIMELY FEEDBACK 

FREQUENT COMMUNICATION FROM THE INSTRUCTOR 
INCREASES STUDENTS’ SENSE OF ENGAGEMENT IN ONLINE 
COURSES. CLEAR INFORMATION SHOULD BE PROVIDED AS 
TO WHEN LEARNERS SHOULD EXPECT EMAIL RESPONSES, 
FEEDBACK ON ASSIGNMENTS, AND HOW OFTEN THE 
COURSE GRADEBOOK WILL BE UPDATED. LIST ANY 
POTENTIAL COMMUNICATION TOOLS USED (E.G., CLOUD-
BASED VIDEO OFFICE HOURS) AND GUIDELINES FOR 
CONTACTING THE INSTRUCTOR (E.G., EMAIL, LEARNING 
MANAGEMENT SYSTEM (LMS), PHONE). IN ADDITION, THE 
COURSE SHOULD INCLUDE MULTIPLE OPPORTUNITIES FOR 
STUDENT-INSTRUCTOR INTERACTION. 



 

 

EXAMPLES OF STUDENT-INSTRUCTOR INTERACTION 
INCLUDE: 

 SYNCHRONOUS CLASS DISCUSSIONS 
 REGULAR COURSE ANNOUNCEMENTS 
 SHORT INSTRUCTOR VIDEOS 
 ASSIGNMENTS SUBMITTED FOR INSTRUCTOR 
FEEDBACK AND GRADING 

9  COURSE ASSESSMENTS, 
INCLUDING HOW YOU WILL 
ENSURE THE SECURITY OF 
ASSESSMENT MEASURES 
(E.G., EXAMS, WRITING 
ASSIGNMENTS). COURSE 
ASSESSMENTS SHOULD BE 
ALIGNED, SEQUENCED, 
VARIED AND SUITED TO THE 
LEVEL OF THE COURSE 

COURSE ASSESSMENTS SHOULD BE ALIGNED WITH THE 
COURSE LEARNING OBJECTIVES.  PLEASE LIST THE PLANNED 
COURSE ASSESSMENTS (E.G., EXAMS, PROJECTS, PAPERS) 
AND HOW THEY HELP STUDENTS MEET COURSE 
OBJECTIVES.  IN ADDITION, PLEASE DESCRIBE HOW THE 
SUBMISSION AND GRADING OF ASSESSMENTS WILL ENSURE 
ACADEMIC INTEGRITY. 

EXAMPLES OF ALIGNMENT BETWEEN A COURSE LEARNING 
OBJECTIVE AND ASSESSMENT: 

 A COURSE OBJECTIVE OF “IDENTIFY” OR 
“RECOGNIZE” INCLUDES A MULTIPLE-CHOICE 
QUIZ 
 A COURSE OBJECTIVE OF “EXPLAIN” OR 
“DESCRIBE” INCLUDES AN ESSAY OR DISCUSSION 
FORUM ACTIVITY 
 A COURSE OBJECTIVE OF “ANALYZE” OR 
“EVALUATE” INCLUDES A CASE STUDY OR 
PROBLEM-BASED SCENARIO 

IF ONLINE EXAM PROCTORING IS PROPOSED, INCLUDE 
JUSTIFICATION FOR REQUIRING THIS TYPE OF ASSESSMENT 
IN AN ONLINE COURSE AND EXPLAIN THE RATIONALE FOR 
OFFERING THE COURSE ONLINE (INSTEAD OF IN-PERSON) IF 
HIGH STAKES, LOWER-LEVEL ASSESSMENTS ARE REQUIRED 

ASSESSMENTS SHOULD ALSO BE SUITED TO THE LEVEL OF 
THE COURSE.  FOR EXAMPLE, AN INTRODUCTORY SURVEY 
COURSE SHOULD FOCUS ON LOWER-LEVEL COGNITIVE 
SKILLS (E.G., REMEMBERING, UNDERSTANDING).  IN 
CONTRAST, A SENIOR-LEVEL CAPSTONE COURSE SHOULD 
INCLUDE HIGHER-ORDER COGNITIVE SKILLS (E.G., 
EVALUATING, CREATING). 



 

 

10  ACCESSIBILITY OF ALL 
COURSE MATERIALS (E.G., 
VIDEOS, READINGS, 
WEBPAGES, ETC.) 

TO ENSURE ALL LEARNERS CAN ACCESS COURSE MATERIALS, 
DEPARTMENTS MUST ENSURE ONLINE COURSE MATERIALS 
MEET ANY FEDERAL, STATE, OR CSU ACCESSIBILITY 
STANDARDS (E.G., ADA, SECTION 504). 

 PLEASE DESCRIBE THE DEPARTMENT’S STEPS TO ENSURE 
ALL COURSE MATERIALS ARE ACCESSIBLE, OR IF NECESSARY, 
AN EQUALLY EFFECTIVE ALTERNATE ACCESS PLAN (EEAAP) 
THAT WILL BE USED TO MEET ACCESSIBILITY STANDARDS. 

IT IS STRONGLY ENCOURAGED THAT ALL FACULTY AVAIL THEMSELVES OF THE MANY 34 

RESOURCES ON CAMPUS TO HELP TRANSITION COURSE COMPONENTS TO HYBRID AND 35 

ONLINE-ONLY MODES, PARTICULARLY TRAINING AND SUPPORT OFFERED BY THE CENTER FOR 36 

EFFECTIVE TEACHING AND LEARNING (CETL) AND BY CSU ONLINE COURSE SERVICES (CSU-OCS). 37 



Criteria for Proposing Courses with Hybrid and Online-Only Components   

This policy acknowledges that online-only and hybrid instruction can help meet the needs of 
our university community while addressing opportunity gaps and enhancing retention and 
graduation rates. It also acknowledges that faculty have academic freedom to innovate their 
courses as well as responsibility and control over all curricular decisions. To ensure continuity in 
delivering high-quality education across all modes of instruction, specific justifications and 
examples for proposing courses with hybrid and online-only components are outlined below. 
These criteria were developed in alignment with evidence-based best practices for 
technologically mediated teaching and learning, as outlined in the online white paper from the 
Academic Senate of the CSU. 

1. All courses must be approved through appropriate curricular procedures. 

2. Programs must ensure that the addition of new online-only and hybrid course 
proposals or change to online-only or hybrid within a program does not constitute the 
program becoming 50% or more online without approval from WSCUC as a Distance 
Education Program. 

3. Courses that include separately listed components, e.g., a lecture and a lab section, 
must indicate the instructional mode(s) for each component. Each component that 
involves online-only or hybrid instruction must have a separate justification for that 
instructional mode that addresses all of the relevant standards. 

4. New course proposals and course modifications seeking approval to convert to 
hybrid or online-only must address in their justification the following QM standards. The 
feasibility of offering the online-only or hybrid course component will be assessed based 
on evidence provided in the justification as well as consideration of: 

 Program costs, including equipment, faculty workload in developing 
materials, academic support, and student services. 
 Availability of appropriate campus support for instructional design, technical 
assistance, technical support, and faculty professional development. 

  Justification  Annotation/Example  

1  Purpose and structure of the 
online course 

List the instruction mode(s) (online-only or hybrid) and 
delivery modality (synchronous vs. asynchronous); provide 
the breakdown of face-to-face vs. Online components; give a 
breakdown of synchronous vs. asynchronous components 
for online courses; describe the modes of communication; 
and general types of learning activities in the course 

2  Requirements for student 
interaction 

List any specific requirements expected of students. This 
may include required log-ins, asynchronous interaction (e.g., 



discussion boards, video, or voice recordings), as well as any 
required synchronous meetings and participation (e.g., class 
discussion or breakout rooms). 

For hybrid components, the schedule of in-person class 
meetings vs. online course delivery should be explicit. 

For online components, the schedule of synchronous vs. 
asynchronous meetings should be explicit 

3  Minimum technology 
requirements for the course, 
and how to obtain the 
technologies listed 

List all technologies needed to participate in the course, 
including any necessary to complete course assignments or 
activities.  Technologies refers to hardware, software, 
subscriptions, plug-ins, mobile applications (apps) and/or 
publisher materials or open-educational resources (OERS). 

If students need to download and/or purchase any tools or 
equipment, information on where tools can be obtained 
should be specified. 

For hybrid courses, if technology or software will be 
provided during in-person meetings (e.g., in-person sessions 
will meet in a computer lab), this should be explicit. 

4  Computer skills and digital 
information literacy skills 
required of students 

General, as well as course-specific technical skills, should be 
specified.  Examples may include: 

 Using the Learning Management System 
 Creating and uploading Word processing files 
to submit assignments 
 Downloading and installing software for class 
use 
 Using spreadsheet programs 
 Using web conferencing programs 
 Using online libraries and databases to locate 
appropriate information 
 Preparing a presentation of research findings 
using presentation and/or graphics programs 

5  Measurable course learning 
outcomes (e.g., skills, 
knowledge, attitudes) that 
will be achieved upon 
successful completion of this 
course 

Measurable course learning outcomes clearly describe what 
students will learn and be able to do if they successfully 
complete the course. They describe actions that are specific 
and observable, as measured by the instructor. 



Examples of measurable learning outcomes are:  

 Select appropriate tax strategies for different 
financial and personal situations. 
 Demonstrate correct use of personal 
protective equipment. 
 Create an original composition using 
computer technology. 
 Analyze a case study to determine the cause 
of the organizational issue. 

Examples of learning outcomes that are not measurable are: 

 Understand various tax strategies 
 Learn the basics of using personal protective 
equipment 
 Demonstrate an understanding of using 
computer technology for music composition 
 Realize the significance of organizational 
issues 

6  Instructional materials 
required for the course 

Instructional materials may include physical or electronic 
textbooks, open educational resources (OERS), publisher- or 
instructor-created materials, slide presentations, etc. These 
materials should align with the course learning outcomes. 

7  Plans for student-student 
interaction as well as plans 
for active learning in the 
course 

Online course components should incorporate student-
student interaction and active learning.  

Examples of student-student interaction include:  

 Discussion boards 
 Small-group projects 
 Peer review of papers 
 Group collaboration using online tools 

Examples of lessons that incorporate active learning include: 

 Students are asked to watch examples of 
persuasive speeches, then identify specific 
components of effective delivery. Students 
receive timely feedback from the instructor on 
the assignment. 
 Students are asked to view virtual lab content 
and complete an end-of-lab quiz. Then students 



discuss aspects of the virtual lab in an online 
discussion forum. The instructor facilitates the 
discussion and highlights key concepts from the 
lab before concluding the discussion. 

8  Plans for student-instructor 
interaction, including for 
course communication and 
timely feedback 

Frequent communication from the instructor increases 
students’ sense of engagement in online courses. Clear 
information should be provided as to when learners should 
expect email responses, feedback on assignments, and how 
often the course gradebook will be updated. List any 
potential communication tools used (e.g., cloud-based video 
office hours) and guidelines for contacting the instructor 
(e.g., email, Learning Management System (LMS), phone). In 
addition, the course should include multiple opportunities 
for student-instructor interaction. 

Examples of student-instructor interaction include: 

 Synchronous class discussions 
 Regular course announcements 
 Short instructor videos 
 Assignments submitted for instructor 
feedback and grading 

9  Course assessments, 
including how you will 
ensure the security of 
assessment measures (e.g., 
exams, writing assignments). 
Course assessments should 
be aligned, sequenced, 
varied and suited to the 
level of the course 

Course assessments should be aligned with the course 
learning objectives.  Please list the planned course 
assessments (e.g., exams, projects, papers) and how they 
help students meet course objectives.  In addition, please 
describe how the submission and grading of assessments 
will ensure academic integrity. 

Examples of alignment between a course learning objective 
and assessment: 

 A course objective of “identify” or 
“recognize” includes a multiple-choice quiz 
 A course objective of “explain” or “describe” 
includes an essay or discussion forum activity 
 A course objective of “analyze” or “evaluate” 
includes a case study or problem-based scenario 

If online exam proctoring is proposed, include justification 
for requiring this type of assessment in an online course and 
explain the rationale for offering the course online (instead 



of in-person) if high stakes, lower-level assessments are 
required 

Assessments should also be suited to the level of the 
course.  For example, an introductory survey course should 
focus on lower-level cognitive skills (e.g., remembering, 
understanding).  In contrast, a senior-level capstone course 
should include higher-order cognitive skills (e.g., evaluating, 
creating). 

10  Accessibility of all course 
materials (e.g., videos, 
readings, webpages, etc.) 

To ensure all learners can access course materials, 
departments must ensure online course materials meet any 
federal, state, or CSU accessibility standards (e.g., ADA, 
section 504). 

 Please describe the department’s steps to ensure all course 
materials are accessible, or if necessary, an equally effective 
alternate access plan (EEAAP) that will be used to meet 
accessibility standards. 

It is strongly encouraged that all faculty avail themselves of the many resources on campus to 
help transition course components to hybrid and online-only modes, particularly training and 
support offered by the Center for Effective Teaching and Learning (CETL) and by CSU Online 
Course Services (CSU-OCS). 
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