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Verify that syllabus contains: (a) Course Name, (b) Course Number, and (c) Section Number

(d) Office hours (e) Office Number (f) Email and Phone # (g) Course prerequisites

(h) Link to the Library assistance address for distance learning courses 

(i) The latest University honesty policy 

2

3

4 There must be a Learning Outcome for every Learning Objective.

5

CLO Report

6 Verify that CLOs on CLO Report are identically worded with CLOs on Syllabus

7 Verify that Standards and Procedures on CLO Report are properly worded

8 Verify that the assessment results have been filled in on the CLO Reports for all CLOs.

9 Verify that CLOs on CLO Report are consistent with Col. 5 for previous period

10 Verify that Standards and Procedures on CLO Report are consistent with Col. 5 for previous period

Documentation

11 Verify that Documentation site contains a Table of Contents that is properly filled in

12 Verify that there is proper documentation for each assessed CLO

13

14

15 Verify that there are anchoring projects where required

China Contact

16

17

Minutes

18

19

20

Verify that the course improvements to be entered in Col. 5 of the CLO Report are properly worded 

(start with a summary review of the results), and clearly stated in these minutes.

Verify that any changes in Columns 2 (Learning Outcomes) and 3 (Standards & Procedures) of the 

CLO Report for the following period required by the Col. 5 improvements decided upon at the end of 

the previous CLO reporting period have been specified in the Minutes.

Verify that BOTH Standard Percentages on Documentation Excel Sheets agree with those on the 

CLO Report

Verify that the assessment Procedure on the Documentation Excel sheets agrees with that on the 

CLO Report

Verify that the course description contains the description in the course catalog. You may add 

additional descriptive text but the description in the course catalog must be identical.

The Learning Objectives must be clear and consistent with the course description. A list format is 

best because it facilitates matching Learning Outcomes with Learning Objectives

Verify that the syllabi for all sections of the same course are identical with regard to: (a) 

textbook, (b) course description, (c) course objectives, and (d) learning outcomes

Verify that in the Fall and Spring semesters, Lead Professors have made at least two calls to their 

Chinese counterparts, or have exchanged a reasonable number of emails to indicate proper 

supervision of the equivalent courses taught in China, and that a summary of each phone call or a 

copy of each email has been posted to the China Contact column of the CLO site.

For courses that have Individual Professors in China, verify that an email has been sent by the Lead 

Professor to their Chinese counterparts containing a copy of the minutes (see below) of the 

meeting that was called to discuss the CLO assessment results, as well as course improvements. 

The email should request feedback from the Chinese professors, and a copy of any subsequent 

email interchange with the Chinese professors should also be included.

Verify that in May - at the end of each CLO reporting period - Lead Professors have posted the 

minutes of the meeting, or meetings, they held with their Individual Professors to discuss the results 

of their CLO assessments during the previous period and to decide on course improvements that 

will be made beginning in the Summer semester, which is the first semester of the following CLO 

reporting period.

Checklist for Review of All Courses During the Meetings of Professors With the School's 

Institutional Effectiveness Committee

Courses that will be reviewed are: (a) all BSHM Core Courses, and (b) the four MSHM Terminal Courses - 

HFT 6296, HFT 6299, HFT 6476, HFT 6478
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		Checklist for Review of All Courses During the Meetings of Professors With the School's Institutional Effectiveness Committee

		Courses that will be reviewed are: (a) all BSHM Core Courses, and (b) the four MSHM Terminal Courses - HFT 6296, HFT 6299, HFT 6476, HFT 6478

				Syllabus

		1		Verify that syllabus contains: (a) Course Name, (b) Course Number, and (c) Section Number

						(d) Office hours (e) Office Number (f) Email and Phone # (g) Course prerequisites

						(h) Link to the Library assistance address for distance learning courses

						(i) The latest University honesty policy

		2		Verify that the course description contains the description in the course catalog. You may add additional descriptive text but the description in the course catalog must be identical.

		3		The Learning Objectives must be clear and consistent with the course description. A list format is best because it facilitates matching Learning Outcomes with Learning Objectives

		4		There must be a Learning Outcome for every Learning Objective.

		5		Verify that the syllabi for all sections of the same course are identical with regard to: (a) textbook, (b) course description, (c) course objectives, and (d) learning outcomes

				CLO Report

		6		Verify that CLOs on CLO Report are identically worded with CLOs on Syllabus

		7		Verify that Standards and Procedures on CLO Report are properly worded

		8		Verify that the assessment results have been filled in on the CLO Reports for all CLOs.

		9		Verify that CLOs on CLO Report are consistent with Col. 5 for previous period

		10		Verify that Standards and Procedures on CLO Report are consistent with Col. 5 for previous period

				Documentation

		11		Verify that Documentation site contains a Table of Contents that is properly filled in

		12		Verify that there is proper documentation for each assessed CLO

		13		Verify that BOTH Standard Percentages on Documentation Excel Sheets agree with those on the CLO Report

		14		Verify that the assessment Procedure on the Documentation Excel sheets agrees with that on the CLO Report

		15		Verify that there are anchoring projects where required

				China Contact

		16		Verify that in the Fall and Spring semesters, Lead Professors have made at least two calls to their Chinese counterparts, or have exchanged a reasonable number of emails to indicate proper supervision of the equivalent courses taught in China, and that a summary of each phone call or a copy of each email has been posted to the China Contact column of the CLO site.

		17		For courses that have Individual Professors in China, verify that an email has been sent by the Lead Professor to their Chinese counterparts containing a copy of the minutes (see below) of the meeting that was called to discuss the CLO assessment results, as well as course improvements. The email should request feedback from the Chinese professors, and a copy of any subsequent email interchange with the Chinese professors should also be included.

				Minutes

		18		Verify that in May - at the end of each CLO reporting period - Lead Professors have posted the minutes of the meeting, or meetings, they held with their Individual Professors to discuss the results of their CLO assessments during the previous period and to decide on course improvements that will be made beginning in the Summer semester, which is the first semester of the following CLO reporting period.

		19		Verify that the course improvements to be entered in Col. 5 of the CLO Report are properly worded (start with a summary review of the results), and clearly stated in these minutes.

		20		Verify that any changes in Columns 2 (Learning Outcomes) and 3 (Standards & Procedures) of the CLO Report for the following period required by the Col. 5 improvements decided upon at the end of the previous CLO reporting period have been specified in the Minutes.
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