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SIEL Best Practices Checklist
I
ntended Use:  The SIEL Best Practices Checklist is intended to provide IHEs with a tool to conduct self-assessments to gauge their current SIEL methodologies against the SIEL AP. Outcomes of this self-assessment can be used in support of e-learning planning activities; thus enabling the IHE to gauge the effectiveness of its specific e-learning program or courses (i.e. in the area of student induction to e-learning). Institutions can use the completed checklists to create an action plan to address those BPAs/subcomponents that are applicable to their e-learning program or courses but not in place. 

The importance of a given best practice related to student induction to e-learning is measured from 1-5, with 1 as “Not Important” to 5 as “Very Important”.  Additionally, the Best Practices Checklist enables IHE to capture whether best practices are in place at their IHE by placing a check in the “In Place” column corresponding to the appropriate Best Practice in the checklist below. Understanding the importance of a given best practice and whether or not it is in place at a given IHE, enables the IHE to build an action plan based on IHE-specific priorities.
Best Practice Area 1: Assessment and Communication of Expectations

Institutions need to provide students with clear information on the technology expectations that students will face in their studies so that they can prepare themselves in advance and be able to focus on their learning, not on the technology.

1.1 Defining Rationale: How does the IHE identify the rationale for technology expectations made of students?

	Importance 
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	1.1.1
	Identify technologies required

	1-2-3-4-5
	
	1.1.2
	Determine the purpose for using the technology

	1-2-3-4-5
	
	1.1.3
	Determine the sophistication of use needed for those technologies (staff and students)

	1-2-3-4-5
	
	1.1.4
	Align the requirements with the learning objectives of the course or program of study

	1-2-3-4-5
	
	1.1.5
	Assess the implications of accessing the technology for students

	1-2-3-4-5
	
	1.1.6
	Provide contingencies or plans to address the failure to meet the expectations


1.2 Systems and Processes: How does the IHE incorporate technology expectations in formal systems, processes, and policies?
	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	1.2.1
	Ensure consistency of technology use where possible and appropriate

	1-2-3-4-5
	
	1.2.2
	Ensure that the expectations are apparent in the formal instructional design procedures

	1-2-3-4-5
	
	1.2.3
	Ensure that the expectations are apparent in the formal approval and oversight procedures


1.3 Student Expectations: How does the IHE identify student’s expectations?
	Importance 
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	1.3.1
	Collect expectation information from students and staff

	1-2-3-4-5
	
	1.3.2
	Conduct diagnostic assessments of students’ abilities to meet expectations

	1-2-3-4-5
	
	1.3.3
	Collect feedback after completion to see if expectations were met


1.4 Communication: How does the IHE communicate technology expectations to students?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	1.4.1
	Ensure that the expectations are apparent in the formal communication procedures

	1-2-3-4-5
	
	1.4.2
	Provide students with opportunities to familiarize themselves with the requirements prior to commencing study

	1-2-3-4-5
	
	1.4.3
	Ensure requirements are reflected consistently and completely in policies and statutes

	1-2-3-4-5
	
	1.4.4
	Provide a mechanism for obtaining assistance in understanding the requirements

	1-2-3-4-5
	
	1.4.5
	Provide a mechanism for validating that the requirements have been met


Best Practice Area 2: Recruitment and Advisement

Institutions need to provide students with clear information on the implications of studying using e-learning, including clear advice and guidance on realistic programs of study given the student’s skills and experience.

2.1 Recruitment: How do students learn about the e-learning program that is appropriate for their learning objectives and qualifications?

	Importance
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	2.1.1
	Target qualified prospects appropriate for the program of study

	1-2-3-4-5
	
	2.1.2
	Market the program of study with truthful and realistic advertising messages

	1-2-3-4-5
	
	2.1.3
	Respond to interested prospects in a timely manner


2.2 Advisement: How are students advised on their proposed studies?

	Importance
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	2.2.1
	Provide students with assistance in selecting appropriate courses

	1-2-3-4-5
	
	2.2.2
	Ensure that students are not undertaking too many e-learning courses

	1-2-3-4-5
	
	2.2.3
	Ensure that students understand the timing, tempo, and workload implications of their proposed studies

	1-2-3-4-5
	
	2.2.4
	Ensure that students understand the need to maintain a high degree of personal engagement and motivation


2.3 Assessment: How are students assessed for readiness and appropriateness for e-learning?

	Importance
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	2.3.1
	Provide guidance on workload expectations

	1-2-3-4-5
	
	2.3.2
	Provide specific training on time management for e-learning

	1-2-3-4-5
	
	2.3.3
	Ensure that students have the necessary academic and technology literacy skills needed to engage with content

	1-2-3-4-5
	
	2.3.4
	Ensure that students have the necessary written communication skills needed to participate effectively


2.4 Diagnosis: What early diagnosis procedures are in place?
	Importance
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	2.4.1
	Ensure students have all necessary resources to start their studies promptly

	1-2-3-4-5
	
	2.4.2
	Provide early opportunities within courses to test student abilities

	1-2-3-4-5
	
	2.4.3
	Provide prompt feedback to students on their abilities to study using e-learning

	1-2-3-4-5
	
	2.4.4
	Ensure students are offered timely assistance in addressing any personal study issues, including study/life balance


Best Practice Area 3: Learning Design and Organization

Institutions need to design e-learning courses so that students are effectively integrated and motivated to achieve the learning objectives and actively engage with the content and their learning community.

3.1 Pedagogy: Is the design of the e-learning courses supported by pedagogical underpinnings? 

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	3.1.1
	Provide clearly written and measurable learning objectives for e-learning course outcomes

	1-2-3-4-5
	
	3.1.2
	Provide an appropriate blend of course materials and learning activities to meet learning objectives

	1-2-3-4-5
	
	3.1.3
	Use appropriate instructional technologies that facilitate or extend the learning experience to meet learning objectives

	1-2-3-4-5
	
	3.1.4
	Ensure facilitators receive training, practice, and support in e-learning pedagogy course delivery


3.2 Learner-Centered: How does the IHE provide a learning experience that is more learner-centered?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	3.2.1
	Organize the course with a consistent structure and sequence of instructional units to guide students through the course materials and learning activities

	1-2-3-4-5
	
	3.2.2
	Monitor study time to ensure study load is appropriate for course and learner characteristics

	1-2-3-4-5
	
	3.2.3
	Ensure learning design supports a range of learning styles, multiple instructional methods, and active learning opportunities


3.3 Community Building: How does the IHE promote learner engagement and community building?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	3.3.1
	Ensure the course contains appropriate presence and regular interaction with instructors and facilitators / tutors 

	1-2-3-4-5
	
	3.3.2
	Provide opportunities and explain requirements for student-to-student collaboration and interaction 

	1-2-3-4-5
	
	3.3.3
	Establish community building moderation and monitoring processes

	1-2-3-4-5
	
	3.3.4
	Provide students and facilitators introduction opportunities at the onset of the course


3.4 Designed for Retention: How does e-learning design contribute to student retention?


	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	3.4.1
	Establish mechanisms to track student progress and success such as course milestones, performance metrics, and reporting

	1-2-3-4-5
	
	3.4.2
	Provide mechanisms to assist students who struggle with learning activities and performance

	1-2-3-4-5
	
	3.4.3
	Use a consistent e-learning course template with provisions to provide accessible course contents for students with special needs



3.5 Evaluation: How does the IHE provide assessment feedback and evaluation of the course and student performance?


	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	3.5.1
	Establish processes for review of e-learning course quality

	1-2-3-4-5
	
	3.5.2
	Provide criteria for student evaluation of work and course grading and calculation methods

	1-2-3-4-5
	
	3.5.3
	Establish mechanisms for students to evaluate e-learning course effectiveness and satisfaction

	1-2-3-4-5
	
	3.5.4
	Establish and communicate service levels for facilitator availability, responsiveness, and feedback to students about achievement and performance


Best Practice Area 4: Functional Technology

Institutions need to assure the adequacy of the technology infrastructure used to deliver e-learning. The technical environment for teaching and learning needs to be able to provide the necessary functionality in a reliable manner and integrate effectively with other key systems.

4.1 Technology Infrastructure: How does the IHE ensure it has provided the technology infrastructure for e-Learning?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	4.1.1
	Evaluate and choose technology via a formal process that explores the system’s capacity to address institutional needs, trends in student use/expectations, the fit with the culture of the campus/community, ability to provide measureable learning outcomes and how it increases efficiency, effectiveness and access

	1-2-3-4-5
	
	4.1.2
	Provide services and assistive technologies to support the learning needs of disabled students 

	1-2-3-4-5
	
	4.1.3
	Determine that technology system provide tools for communication between students and instructors, access to course materials, student assessment and feedback/grades

	1-2-3-4-5
	
	4.1.4
	Provide staff and resources to support and maintain technical systems and infrastructure

	1-2-3-4-5
	
	4.1.5
	Evaluate the technology frequently based on its intended purpose of the software and goal and the intended audience for the system


4.2 Front-End Functionality: How does the IHE assure the front-end interface and functionality? 

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	4.2.1
	Determine if the system employs active learning technologies

	1-2-3-4-5
	
	4.2.2
	Determine if the system’s interface is user-friendly and customizable within a template for common look and feel

	1-2-3-4-5
	
	4.2.3
	Determine if the system provides a technology infrastructure that supports learning and teaching 

	1-2-3-4-5
	
	4.2.4
	Determine if the system allows students to see progress in their course of study


4.3 Back-End Functionality: How does the IHE assure the back-end interface and functionality? 

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	4.3.1
	Determine if technology integrates with other data systems as needed by the IHE 

	1-2-3-4-5
	
	4.3.2
	Determine if technology integrates adequately with other campus resources, such as library and registration, to support student needs


4.4 IT Support: How does the IHE respond to system outages and technical issues?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	4.4.1
	Establish mechanisms and service levels within the IHE to quickly and effectively address system outages and technical faults

	1-2-3-4-5
	
	4.4.2
	Create a procedure to formalize software and hardware maintenance


Best Practice Area 5: Student Technology Literacy

Students need to be competent users of technology if they are to focus on learning rather than on technical issues. Despite the widely held perception that students are proficient in technology use, the diversity of the modern student population means that institutions must avoid presumptions and provide systems that ensure students are well supported in developing technology literacy for their studies.

5.1 Technology Readiness: How does the IHE build student confidence with technology?

	Importance
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	5.1.1
	Provide personal encouragement to students directly

	1-2-3-4-5
	
	5.1.2
	Include communication exercises in introductions to courses

	1-2-3-4-5
	
	5.1.3
	Ensure that facilitators have an early opportunity to know students individually so as to identify their needs


5.2 Skill Assessment: How does the IHE recognize student technology skills?

	Importance
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	5.2.1
	Provide a means for students to independently validate their skills

	1-2-3-4-5
	
	5.2.2
	Explicitly recognize student’s prior experience and skills

	1-2-3-4-5
	
	5.2.3
	Explicitly address multiple technology literacies when providing support


5.3 Remediation: How does the IHE remediate student skills?

	Importance 
	In Place
	Ref #
	Practice

	1-2-3-4-5
	
	5.3.1
	Provide training that is planned, systematic and just-in-time

	1-2-3-4-5
	
	5.3.2
	Ensure that training and support is linked to an assessment of specific and required skills


Best Practice Area 6: Non-Technical Support Services

A pro-active system of student services and support is essential for student success, retention, persistence, and satisfaction. Online students should have access to comparable resources and services as on-campus students and with similar ease and functionality.

6.1 Orientation & Warning Systems: What systems are in place to advise students about support services and for early identification of at risk students? 

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	6.1.1
	Implement student self assessment of e-learning readiness

	1-2-3-4-5
	
	6.1.2
	Conduct learning preparedness assessment and support/encouragement telephone calls with new students before start of first course 

	1-2-3-4-5
	
	6.1.3
	Require online orientation course that includes description of support services and how to access them 

	1-2-3-4-5
	
	6.1.4
	Provide training and support to students for accessing library resources online and developing information literacy skills 

	1-2-3-4-5
	
	6.1.5
	Develop individual e-learning action plan with remediation, as needed

	1-2-3-4-5
	
	6.1.6
	Give new students opportunity to evaluate e-learning start-up and services


6.2 Proactive Prevention: What proactive prevention strategies are in place to prevent students from dropping out?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	6.2.1
	Advise students about expectations and workload prior to course choice

	1-2-3-4-5
	
	6.2.2
	Teach students time management, self-help, and organizational skills

	1-2-3-4-5
	
	6.2.3
	Contact students by individual tutor (personal support counselor / retention specialist / adjunct facilitator / mentor) by phone before first assignment or assessment is due

	1-2-3-4-5
	
	6.2.4
	Log student contacts to predict those at risk and trigger interventions/referrals in a timely manner

	1-2-3-4-5
	
	6.2.5
	Implement peer-to-peer or student ambassador support networks

	1-2-3-4-5
	
	6.2.6
	Use student evaluation feedback for continuous improvement of services


6.3 Access to Student Services: Can e-learning students access the same services as on campus students?

	Importance
	In Place?
	Ref #
	Best Practices

	1-2-3-4-5
	
	6.3.1
	Provide portal to online student services 

	1-2-3-4-5
	
	6.3.2
	Provide online application, registration, fee payment 

	1-2-3-4-5
	
	6.3.3
	Provide online financial aid information and processing

	1-2-3-4-5
	
	6.3.4
	Provide online textbook ordering and access to digital content

	1-2-3-4-5
	
	6.3.5
	Deliver tutoring and academic remediation

	1-2-3-4-5
	
	6.3.6
	Provide online transcript information

	1-2-3-4-5
	
	6.3.7
	Deliver online library resources
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