
Response Required. 
You are required to 

respond to this 
scheduling email 

within 24-48 hours.

START

For the review 
request a Canvas 

Special Shell to use 
as a Sandbox to 

import your course 
and materials into.

Complete a Self- 
Review Using 
the Full QM 

Rubric

Complete the 
Course 

Worksheet

If standards are
MET

Complete the Course 
Review Outcomes 
Response Form.

Once this is submitted 
your course review is 

complete.

Import your 
course into 

the sandbox

FINISH

REVIEW 
OFFICIALLY
BEGINS

Complete the 
Intake Form

Join 
Mandatory 
Pre- Review 

Call

Access the longer 
Preparatory Review 
Course Preparation 

checklist to help 
prepare your course.

During this time, the 
reviewer may reach 

out to you with 
additional questions 
or ask you to make 

small adjustments to
your course.

Receive the invite for 
OCDP

Results 

If you choose to make amendments
you must review

the rubric ANNOTATIONS 
(not just the standard)

they contain clear examples of what 
changes you can make to successfully 

meet the standard.
The reviewer will be using the 

annotations to decide if the standards
have been MET/NOT MET.

up to
14 weeks

STOP

Decision

Prepare Your 
Canvas Course 

Copy for a 
Review

You will receive an 
email from QM with 

the subject line: 
Course 

Representative 
Course Worksheet 
Available. Submit 

within 1 week.

Wait for the QM Prep Review 
to conclude

between 3-4 weeks

If standards are
NOT MET

the instructor is require 
to make a decision on 
how to move forward. 

You must choose one of
four options.

You will receive an email 
about whether your 

course has Met/Not Met 
QM review standards

Submit 
Amendment 

Form 

between 2-3 weeks

Once the course passes, the 
instructor the Quality Matters 
Coordinator (QMC) will receive 

the report. Additionally, the 
QMC will forward the report to 

the respective college to 
process payment.

Option 1: 
Make 

necessary 
changes to 
revise your 

course in the 
timeframe 
alloted and 
submit for 

further 
evaluation.

Option 2: 
Request that the 
QM Coordinator 
petition for an 

extension to the 
amendment 

deadline and make
necessary 
changes.

Option 3: 
Request the 

Chair to 
reconsider the 

review with 
supporting 
evidence.

Option 4: 
Withdraw your 

course from 
further review.

Wait for the reviewer to
review amendments

 Preparatory Review Timeline

You will receive an 
automatic email 

once the form has 
been formally 

submission to QM. 
It will take the QM 
representative up 

to 72 hours to 
review your 

submission and 
release the results.

You are required to 
select one of the four 

options outlined below
and

submit the course 
outcome response form

within 24-48 hours 
from receiving it via 

email.

Submit 
Outcome 
Response 

Form 

Check and 
verify your 

cohort 
deadline.

CETL

The QMC will receive
the report from QM 
and then notify the 
Dean and Financial 
Resource Manager 
to move forward 
with processing 

payments.

Colleges/Deans

Responsible for 
processing 

payment for the 
QM Reviewer and 

the faculty stipend.

Faculty

Instructor will receive a 
report on whether the 

course passes review or 
not. Instructor

should follow up with 
their college resource 

manager regarding any 
payment 2-3 weeks. 

after report was 
received.

Request a 
Canvas Course

Shell

STOP

CETL

During this time, 
your course 

objectives will be 
checked for 

measurability. Once 
measurability is 

confirmed, we will 
copy the course, 

submit the course to
QM.

To successfully meet the QM specific 
review standards you must review

the rubric ANNOTATIONS (not just the 
standard). The reviewer will be using the 

annotations to decide if the standards 
have been MET/NOT MET.

STOP

STOP

Watch this video 
on how to use the

QM self- review 
tool.

Watch this video 
tutorial on 

completing the QM
Course Worksheet.

You will receive 
an email that 

states the review 
has begun

An assigned Peer 
reviewer will send a 
scheduling request 

via email. Joining the 
Pre- Review call is 

mandatory.

STOP

You may receive 
emails from the 
reviewer during 

this time. Answer 
reviewer emails  
promptly to keep 
the review going.

You will be notified
once the review 

concludes.

STOP

Make amendments to the 
course shell

CETL

Withdrawn courses or 
courses that do not 

meet the QM Specific 
standard criteria, are 

not consider complete
and are not entitled to

payment

https://calstatela.co1.qualtrics.com/jfe/form/SV_ey9GVUSqbMuGI6N?Source=EdTechCanvasCourseShell
https://calstatela.co1.qualtrics.com/jfe/form/SV_ey9GVUSqbMuGI6N?Source=EdTechCanvasCourseShell
https://docs.google.com/document/d/1STQsmaAtvkUcXA6tZvlCOYpNk2S2pnWw/edit?usp=sharing&ouid=107669789624082176466&rtpof=true&sd=true
https://docs.google.com/document/d/1STQsmaAtvkUcXA6tZvlCOYpNk2S2pnWw/edit?usp=sharing&ouid=107669789624082176466&rtpof=true&sd=true
https://docs.google.com/document/d/1STQsmaAtvkUcXA6tZvlCOYpNk2S2pnWw/edit?usp=sharing&ouid=107669789624082176466&rtpof=true&sd=true
https://docs.google.com/document/d/1STQsmaAtvkUcXA6tZvlCOYpNk2S2pnWw/edit?usp=sharing&ouid=107669789624082176466&rtpof=true&sd=true
https://www.youtube.com/watch?v=BPBSvMptW8s
https://www.youtube.com/watch?v=BPBSvMptW8s
https://www.youtube.com/watch?v=5r8rHchhCnE
https://www.youtube.com/watch?v=5r8rHchhCnE
https://www.youtube.com/watch?v=5r8rHchhCnE
https://www.youtube.com/watch?v=5r8rHchhCnE

