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FOCUS: FanshaweOnline Continuous Upgrade Standards
FOCUS Introduction
In an uncertain era where new modes of delivery are in demand, and market competition has highlighted the need to ensure student success, is has become essential to focus not only on new or refreshed program offerings, but also on the quality delivery at the individual course level.
To support this goal, The FanshaweOnline Continuous Upgrade Standards (FOCUS) are a tool for the self-assessment of course development and delivery on FanshaweOnline. Whether the mode of delivery is face to face, online, or blended, FOCUS provides clear, objective metrics for criteria observable on FOL. The standards are clustered into four tiers: one (Foundational Deployment) to guide quality in newly developed courses, and three successive tiers (Essential, Elevated, and Exceptional Delivery) to inform the continuous improvement of existing courses.
FOCUS reflects college policy and aligns with the research and standards of Quality Matters ©, but is grounded in the local context of Fanshawe College and the language of FanshaweOnline. It is designed to support faculty performance review, program evaluation, professional development, and self-guided reflective practice. Intended outcomes include visible and measurable course quality, a more consistent and accessible student, and course design that reduces unnecessary cognitive load.
How to use the FOCUS tool
For faculty or developers creating a new course:
The Foundational Deployment standard ensures that high-level elements of a course are developed and deployed to FOL. Review this standard to ensure that the required deliverables are observable on FOL as described. Accessibility compliance is especially important at this stage, as the materials and resources templated here will be carried forward into all future sections of the course.
For faculty delivering an existing course:
Review each standard in succession starting with the Essential Delivery tier. If every item in the list (including the second page for accessibility and usability) is observable on FOL and meets expectations, your course satisfies that tier and you may proceed to the next. Any unmet criteria should be addressed before moving on to the next tier, although the items within a tier can be remediated in any order.
In the spirit of continuous improvement, consider that there is significant value to the improvement of any standard listed here, even if it doesn’t immediately result in the completion of a tier. A somewhat improved course delivery is a much better experience for students than a course which has never been updated or upgraded in this way.


The Foundational Deployment standard ensures that critical, high-level elements of a course are developed and deployed to FOL by the academic school for the teaching faculty before the start of term. This set of standards requires the provision of course documentation, links to relevant policies and services, and templated sections that teaching faculty will personalize. Many schools employ a standardized deployment "blueprint" that captures most or all of this standard. 
FOL Development (SME/Course Lead)
· Pre-check: for any new or revised course, the FOCUS process depends on valid Course Learning Outcomes (CLOs). Ensure CLOs are clear, measurable, learner-centered, suitable to the level of the course, and connected to the Program Vocational Learning Outcome mapping, and are relevant to student and industry use of GenAI before proceeding.
· Post a course overview which broadly outlines the course including how to “get started.”[endnoteRef:2] [2:  Many of the FOCUS standards underscore the need for making student navigation obvious and intentional throughout the course. Ensuring that it’s clear how to begin interacting with the course on FanshaweOnline is the first step of creating a “course flow” that minimizes cognitive overload.] 

· Include clear statements about required academic and technical resources. 
· Draft communication expectations including the tools used (e.g., Zoom, email, discussions), etiquette, expected response times from the professor,[endnoteRef:3] and course-level AI permissibility. [3:  Note: the maximum turnaround time for email is 3 business days, and 10 business days for feedback on evaluations.] 

· Provide specific criteria (such as rubrics or checklists) for all professor-scored evaluations.
· Have all grade book items in-place, with the overall weight and each category adding up to 100%.
· Ensure that provided instructional materials, activities, and assessments are varied, and:[endnoteRef:4] [4:  A typical development for live delivery would include lesson plans and scaffolded materials for the content, whereas asynchronous courses (or hours within a course) might omit the lesson plans in the case where the complete lesson content and associated materials are provided. Refer to the development contract or manager for specific expectations.] 

· Align with CLOs (and thus to the course context in the program) 
· Are carried out or supported with appropriate tools and technologies (including AI).
FOL “Primary Course” Templated Elements (EST/Course Lead, etc.)
Ensure that items above are rolled over from the source/reference course, and also include or link to: 
· The Course Plan. (The Course Outline is automatically populated.)
· Accessibility and privacy statements are included for any non-college supported software used in the course.
· A professor information widget (containing name and contact information at minimum), AI permissibility widget, mini-biography, and welcome announcement are templated.
Accessibility and Usability
· Pre-populated materials in the course contain no severe or major accessibility issues. At minimum, this requires the following: All text is selectable and formatted for ease of reading.[endnoteRef:5] Non-decorative images and videos include captions, alt-text, or transcripts. All documents open, and internal (FOL) and external hyperlinks are meaningfully named, conextualized, and working.[endnoteRef:6] See the Essential and Elevated Accessibility checklists for detail.
 [5:  Ease of reading is generally achievable through the consistent use of heading and body styles, white space, and structural conventions such as short paragraphs and list items used where appropriate. Keep in mind the amount of clicking, tapping, and/or scrolling a student might need to do to complete an action. The use of approved HTML templates in FOL promotes these features by design, but other documents should follow the same principles. ]  [6:  Descriptive and meaningful links tell a user exactly what the result will be when they select one. For instance, “Click HERE” will be a complete surprise, and “Do this quiz” is only slightly more helpful. Where possible, title the link specifically, e.g., “Watch PresentationNOW’s video on  ‘5 Ways to Boost Your Elevator Pitch” or “Demonstrate your understanding of today’s main ideas by completing Marketing Vocabulary Quiz #2.” Employing a Key-Leads format and/or including context of why students should click on a link will improve learning and boost their motivation to do so.] 

The Essential Delivery checklist builds on the Foundational Deployment standard by outlining critical tasks that teaching faculty must complete to ensure effective course delivery in any mode. This includes personalizing templated sections of FOL, maintaining organized instructional materials, regularly updating announcements, and ensuring assessments are clearly communicated and accessible. This includes a minimal expectation that new materials and communications comply with basic accessibility standards. A course that meets this standard is compliant with college policy A115. 
FOL Template Personalization
Teaching faculty must update or personalize templated sections within their course:
· Welcome announcement 
· Professor information widget 
· [bookmark: _Int_Yol2U9xp]Professor mini-biography (or “Meet the Professor” page)
Instructional Materials
· Content (slides, readings, videos, etc.) remains organized in linear, logical sections[endnoteRef:7] [7:  Content might be ordered weekly, e.g., Week 1, Week 2; or by module. The goal is to make it clear to students how to progress through the course and to find or re-find your learning materials. The content within these modules should similarly incorporate flow-based design so that navigation and reading is consistent and not cognitively taxing.] 

· Citations, references, and/or permissions are provided for external materials.[endnoteRef:8] [8:  At minimum, the author or publisher of the resource should be cited along with the year if available, e.g., (CBC, 2025). AI-generated content should also be noted; for MS Copilot, this would be (Microsoft, 2024). Full references can be placed at the end of the document according to the relevant style, such as MLA, APA, etc.] 

· The announcement is updated regularly with brief course announcements. 
(Online courses must use this weekly.)
Assessments (Evaluations)
· Major due dates are posted in multiple places (such as content, calendar, announcements, etc.). Dates are current per the academic calendar and align with the Course Plan. Note: any changes must be done in consultation with the course lead or program coordinator.
· For courses using Turnitin or Lockdown Browser/Monitor, ensure these are re-enabled in the submissions tool and quiz tool respectively.
· 

[bookmark: _Hlk211508062][bookmark: _Hlk211507980]Accessibility and Usability
Use this checklist to help make sure your content meets the Essential Tier criteria such that new materials and communications contain no severe issues.[endnoteRef:9] [9:  There may be valid and excusable exceptions to this guidepost. ] 


Content Functionality
· Ensure all text is selectable and searchable (not saved as images). [endnoteRef:10][iv] [10: [iv] Selectable text is discoverable, i.e., a user can search for it or highlight it in a document because it is not stored as a picture. Readable text also employs style consistently in its use of clear fonts, headings to break up sections, and short paragraphs and list items where appropriate.] 

· Confirm documents open properly and are not corrupted or password-protected.
· Check that all links are functional by removing or remediating any that are outdated or broken. [endnoteRef:11][iii] [11: [iii] Content within the course that is no longer in use should be deleted, as outdated or non-functioning documents and links may still be counted against the overall accessibility score.] 

· Add meaningful and unique titles to hyperlinks that describe the source destination.
· Remove outdated or broken links to maintain content accuracy.
Style
· Use simple, clear, and accessible fonts.
· Apply font styles consistently throughout the document.
· Structure content using appropriate headings by using FOL or Word Styles, or PowerPoint slide templates (etc.).
Readability
· Write short, concise paragraphs for easier reading.
· Break up dense text to improve readability.
· Create bullet or numbered lists using built-in list tools.
· Organize related items to make information easier to scan and understand.
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An Elevated Delivery is a step up from the Essential Delivery standard, representing both a high-quality standard for web-enhanced delivery and a satisfactory standard for fully online courses. This checklist ensures that teaching faculty personalize key sections, maintain organized and outcome-aligned instructional materials, and engage students meaningfully in the online space. It also emphasizes consistent and clear practices around assessments and academic integrity. This standard includes a moderate expectation regarding the accessible quality of all new materials and communications.
Template Personalization
Teaching faculty must update or personalize templated sections of the course on FOL:
· Course Overview 
· Professor mini-biography integrates a picture or brief welcome video
· Requirements for learner interaction (manner, timeframe, quantity, and quality).[endnoteRef:12] [12:  It is helpful for students to understand the expectations from the beginning so they can plan and act accordingly. You can go into more detail later, but there is value here in knowing, e.g., “Students will submit a video response every other week, a discussion every other week (alternating), and a final project. Attendance won’t be taken during our live classes on Zoom per se, but there will be marked group activities that occur during this time. I will read all discussion posts but won’t respond to every one – but I will always answer direct questions!”] 

Teaching and Learning
· Posted instructional materials contribute to the achievement of the stated learning outcomes. Original and uniquely-tailored content is prioritized. Optional material is marked as such.[endnoteRef:13] [13:  It is a good practice to include additional resources that might be useful for students to support their assignments or to extend their learning. These materials should be clearly marked as optional, and their content should not be tested or evaluated.] 

· Activities such as discussions, group work, labs, or digital tools, whether online or face-to-face:
· Are aligned to the outcomes of the accompanying lesson and upcoming assessment(s)
· Provide opportunities for meaningful student interaction and active learning[endnoteRef:14] [14:  Interactivity is crucial for learning, so special care must be taken to ensure that online learning includes this aspect. Low-stakes quizzing, simulations, interactive media, or collaboration drives student engagement and therefore learning. Explicitly interactive checks, e.g., using H5P, or plain text checks can be used after a lesson section for students to self-check; for instance, “Now that you’ve worked through this section, you should be able to answer these two questions:…” (etc.).] 

Assessments (Evaluations)
Assessment documentation exists for graded items such descriptions for all evaluations:
· Are consistent across the course in their description and weighting of evaluations.[endnoteRef:15] [15:  “Across the course” meaning in the Course Outline, Course Plan, announcements, content menu, and any other FOL tool that describes scored evaluations and/or gives their point weightings.] 

· Indicate whether late submissions are acceptable and if any penalty will apply.
· Provide specific criteria (such as rubrics or checklists) for all professor-scored evaluations and activities.
· Guide students in upholding academic integrity, including any permissible use of AI tools.[endnoteRef:16] [16:  Refer to the Teaching and Learning Hub’s section on AI and Ed Tech.] 

[bookmark: _Hlk211507995]

Accessibility and Usability
Use this checklist to help make sure your content meets the Elevated Tier criteria such that new materials and communications contain no major or severe issues. These criteria are be completed in addition to the Essentials – Accessibility and Usability items. [endnoteRef:17] [17:  There may be valid and excusable exceptions to this guidepost. ] 


Visual Media (Alt Text) 
All visual material (images, graphs, charts, tables, maps, diagrams, infographic, etc.) is tagged according to its type, being either meaningful (adds learning  value) or decorative (purely aesthetic):
· Mark all decorative media as “decorative” 
· Tag simple, meaningful media with descriptive alt-text 
· Provide long descriptions for complex, meaningful media which contains substantial information, i.e., more than what could be summarized or captured in a single sentence.
Tables
· Create tables using the table tool 
· Use tables for data only, not for layout.
· Add header rows to identify column headings.
Time-Based Media 
· Correct auto-generated video and media captions if they are greatly flawed.
· Ensure multimedia content has options to pause, resume, and adjust playback speed.
· Break long videos or interactive elements into segments under 20 minutes.[endnoteRef:18] [18:  20 minutes is a theoretical maximum. Most studies recommend 10 minutes or lower. If linking to an external video, try and link to mid-video for excerpts, or use provided chapter links to bring students directly to the desired segments.] 

· Optimize interactive media for desktop, laptop, tablet, and mobile devices.
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Exceptional Delivery is the highest-quality benchmark for course delivery through FOL, loosely equivalent to the Quality Matters (7th ed) standard. Although many of the considerations here are relevant for web-enhanced teaching, the focus is on ensuring clarity, engagement, and authenticity for teaching and learning occurring through online delivery. Accordingly, there is a higher expectation for many items addressed on previous lists, including the need for additional context, description, and engagement from the professor, as well as a more complete adherence to accessibility standards.
Template Personalization
· Students are given the opportunity to introduce themselves through text or video.[endnoteRef:19] [19:  Building community can be more difficult in online and hybrid courses, but allowing students to engage with each other can be just as beneficial as opportunities to interact with the professor. Some students may not initially read others’ introductions, but will often return to do so when they start to engage with each other in group activities and projects.] 

Learning Outcomes (Competencies)
· Weekly/module-level learning outcomes are displayed prominently, student-centred, measurable, and consistent with course outcomes.
· A course plan or mapping/supporting documentation (e.g. lesson plans) makes the relationship between learning outcomes, instructional materials, learning activities, and assessments clear.
Teaching and Learning
· Posted instructional materials are updated to represent current industry theory and practice.[endnoteRef:20] [20:  Some materials may be virtually timeless, but their relevance is reinforced when current or recent developments are considered. Bringing current events or concepts into the classroom via personalized or customized content also positively impacts a professor’s credibility.] 

· Academic integrity is modelled by providing citations, references, and/or permissions for use of external instructional materials. This includes transparency around significant faculty use of AI tools.[endnoteRef:21] [21:  At minimum, the author or publisher of the resource should be cited along with the year if available, e.g., (CBC, 2025). AI-generated content should also be noted; for MS Copilot, this would be (Microsoft, 2024). Full references can be placed at the end of the document according to the relevant style, such as MLA, APA, etc.] 

· For any week where there is no synchronous contact with the class, a personalized engagement piece is provided by the professor, e.g., homework walkthrough, video review, announcements, personalized lesson via Kaltura, Zoom, Bongo, PowerPoint recording, or any other appropriate tool of choice.
· Learning activities and/or assessments provide substantive opportunities for active learning and interaction with the professor.
· Evaluations are designed to either prevent misuse of GenAI tools or intentionally incorporate them in ways that promote authentic use.
[bookmark: _Hlk211508026]

Accessibility and Usability
Use this checklist to help make sure your content meets the Exceptional Tier criteria such that new materials and communications contain only limited and minor accessibility and usability issues (if any).. These criteria are be completed in addition to the Essentials and Elevated Accessibility Checklists. [endnoteRef:22] [22:  There may be valid and excusable exceptions to this guidepost.] 


Font and text [endnoteRef:23] [23:  Studies show that students broadly engage best with a tone that is professional but human. Accordingly, occasional errors in text are easily dismissed, but frequent mistakes result in a perception of lower accuracy and reliability. Humour and the use of second person (you) instead of third person language (the student) helps maintain an engaging and approachable professor presence.] 

· Use clear, accessible fonts with appropriate color contrast[endnoteRef:24]  [24:  This can be accomplished effectively by using the built-in tools of FOL, Microsoft Office, or using WebAim: Contrast Checker.] 

· Maintain a warm, professional tone in all communications.
· Minimize spelling and grammar errors for clarity and professionalism.[endnoteRef:25]  [25:   Consider using a tool like Grammarly to support accurate, polished writing.] 

Organization and Naming
· Use clear, descriptive names for folders, modules, and documents to support easy navigation.
· Maintain consistent course layout and document design to reduce cognitive load and enhance usability.
Time-Based Media
· Ensure all video and audio content is clear and easy to understand.
· Provide accurate, human-audited captions or transcripts for all multimedia. [endnoteRef:26] [26:  Automatically-generated transcripts can meet this standard if they have been human-reviewed to have a high-degree of accuracy and echo the intended context and purpose of the image or video. College-sanctioned tools YouTube, Kaltura, and Adobe Premiere will allow for captioning and human editing. Faculty may contact the Fanshawe Library for support with the accessibility and/or captioning of multimedia.] 

[image: ]

Help and Additional Information
image1.png
Essential Delivery A

FANSHAWE

Centre for Teaching
and Learning





image2.png
/ \

Foundational Deployment





image3.png
Essential Delivery





image4.png




image5.png
Exceptional Delivery





image6.png
FANSHAWE

Centre for Teaching
and Learning





image7.png
FANSHAWE

Centre for Teaching
and Learning





image8.png
FANSHAWE

Centre for Teaching
and Learning





image9.png
Y&
k 2

Centre for Teaching
and Learning

Elevated Delivery





image10.png
FANSHAWE

Centre for Teaching
and Learning





