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10-Minute Course Quality Check Worksheet 
This worksheet will help you improve the course experience for students in the first part of the course. It should take 10 minutes to complete. An example of a completed worksheet can be found below. Full instructions for this worksheet can be found at: https://onehe.org/activities/10-minute-course-quality-checklist. This activity is free to access. If you want full access to all OneHE courses and resources, visit OneHE membership to start a no-obligation 10-day trial. 

This worksheet is grounded in the QM Higher Education Rubric and helps faculty apply QM principles to assessment design in an AI‑rich environment. Access to the full, annotated rubrics is available to QM members only. For more information about becoming a QM member, please visit Quality Matter membership, or email info@qualitymatters.org.

STEP 1 - Open the course in the Learning Management System (LMS) and look at the first one to two weeks. Fill in the ‘Current’ column in the table below.

Course name: _____________________________________________________________ 

	Check area
	Current 
	Revised 

	Learning outcome
	
	

	Task 
	
	

	Grading clarity 
	
	

	Getting started 
	
	

	Support and help 
	
	

	Navigation
	
	





Instructions
1. In Row 1 (Learning Outcome), copy the exact learning outcome language from your syllabus. If you don't have formal outcomes, write what you intend students to be able to do after completing this assignment (e.g., "analyze competing arguments," "apply theory to practice," "design a solution").
2. In Row 2 (Task), describe what students do in the assignment. Be specific: "Read three case studies and write a summary" or "Create a presentation comparing two models."
3. In Row 3 (Grading criteria), list your grading criteria. What do you look for when you grade? Completeness? Depth of analysis? Creativity? Citation format? Be honest about your priorities.
4. In Row 4 (Getting started), describe the first concrete step students should take to begin the assignment. In the revised version, try to be specific: "Choose one of the three provided case studies" or "Open the shared template and fill in your research question." Avoid vague advice like "start early" — provide a clear instruction.
5. In Row 5 (Support and help), list where students can go if they get stuck. In the revised version, include specific resources: office hours (with day/time or link), a TA's email, a course forum or discussion board, writing center, or relevant textbook/reading sections. Be concrete about how to reach each resource, not just that it exists.
6. In Row 6 (Navigation), how do you currently help students to navigate your course. In the revised version, explain where students can find the materials, they need to complete the assignment, for example, "Assignment prompt is under Week 6 > Assignments; case study PDFs are in the Files tab; submission link is on the course homepage." Point to exact locations (folder names, tabs, module numbers) rather than general statements like "check the LMS."
7. [bookmark: _Int_NMHSkbur]Identify any mismatches. The most common pattern: outcomes aim high (analyze, evaluate, create) but activities and grading focus on lower levels (list, summarize, complete). 
8. Revise each row to bring everything into alignment and add more clarity. Often the easiest fix is adjusting the activity or grading criteria to match the outcome's cognitive level, though sometimes you'll realize the outcome itself needs to be more specific or realistic.



Example
Course: Introduction to Business Communication
Focus:    Improve course experience for the first two weeks of the course

	Area of focus
	Current Version
	Redesign Version

	Learning outcome  
 
 
 
	Module 1 says “Understand workplace communication,” but students are not told what they should be able to do by the end of the module.
	Rewrite the outcome in measurable, student‑facing language, such as: “Analyze workplace emails for audience, tone, and purpose.”

	Assessment task
 
 
	[bookmark: _Int_fndTSved]Students complete a discussion post and a quiz in Week 1, but neither activity explains how it connects to the module objective.

	Add one sentence to each activity: “This discussion helps you practice analyzing communication choices, which supports the module objective.”

	 Grading clarity 
  
 
 
	[bookmark: _Int_6723IVw2]The discussion says, “Post a thoughtful response,” but there is no rubric or criteria explaining what “thoughtful” means.
	Add a short rubric with criteria such as relevance, use of examples, analysis, and interaction with peers.

	Getting started

 
 
	Students land in the course and see announcements, files, and assignments, but no clear “Start Here” direction.
	Add a Start Here page with a welcome, first steps, course structure, and where to find weekly work.

	 Support and help

 
 
	Contact information is in the syllabus, but technical help and academic support resources are not easy to find inside the course.
	Add a Help and Support page or a module block linking to tech support, tutoring, accessibility services, and student services.

	 Navigation

 
 
	Week 1 materials are spread across several folders with inconsistent naming, making it hard to know the order of tasks.
	[bookmark: _Int_9hOW03d9]Refer to General Standard 6.1 of Standards on tools supporting learning objectives and 6.2 on tools promoting engagement and active learning. See QM Higher Education Rubric for more information. 
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