Clovis Online School Course Standards (Updated November, 2010)

A. Moodle Course Standardization
· Defining Terms:  in Moodle, a module is the same as a topic, week, or block.
· Each semester, a new course is created in Moodle.
· Naming will be as follows:  English9.Sem1;  English9.Sem2

Within each course, the following blocks/modules will appear in this order:

TOP BLOCK
Information Station (List of items – in this common order)
· Teacher picture, email, phone number
· Teacher contact information
· Teacher weely office hours
· Elluminate Log in Dates (times, etc.)
· Elluminate Archives
· Link to online book (if available)
· Link/Info for Quia (not as an attachment)
· Link to COS course resources:  http://clovisonlineschool.pbworks.com/ 
· Welcome Letter/How to do this course instructions (not as an attachment)

Module 1 is listed first 
· (when Module 2 is open, it appears on top, with Module 1 below – the newest module is always on top)
Previous modules and assignments are always open for students to complete with the exception of tests and/or dailies (as determined by each teacher).

Within each module:
· Due dates listed at top of each module (e.g. This module is due by ---).
· Due dates listed in title for each assignment.
· Graded assignments are visible in the “assignment” section (assignments done in “journal” mode don’t necessarily show up as a graded assignment) of Moodle

Daily Assignments listed in one of the following ways:
· A) In the top or bottom half of each Module (e.g. if a module takes three weeks then there may be 15 dailies to do.  Use the “label” function to separate out sections of a module.
· B) as a separate module where each set of dailies are revealed as needed


B. Communication Standards 
· Beginning of each week, the assignments and due dates for that week are listed on teacher blog. 
· Beginning of each week, a group email is sent out to all students and parents with assignments and due dates listed for that week (copy and paste from teacher blog).
· New students should receive a personalized email from each teacher as they enroll






C. Elluminate Standards   
· Complete an Elluminate/class meeting once a week during office hours
· All should be recorded and archived by date and subject
· Should be flexibility for students to attend or not attend.  Perhaps just students needing specific help should attend?
· Parents and students report that useful Elluminates are:  interactive, question/answer format, focused on assignments, no more than 45 minutes.
· Notification of Elluminates should be posted in Moodle and in weekly blog/email to parents and students

D. Student Non-work Process/Dismissal
· Email sent by teacher.  If student has not completed work/logged in for three days, then student and parent are sent a “concern” email from the teacher.  This is repeated up to three times? (Need to cc Rob Darrow for notification).
· Phone call by teacher. After one week, a concern phone call to parent and/or student may  occur.  (“I am concerned that ---- has not been completing his/her work, let me know if I can help”)
· Phone call from COS office/letter. After two weeks of non-work, non-logging in, letter one from principal
· After three weeks, letter two from principal for meeting (student placed on contract, attend six “online game plan” workshops or removed from school)



