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President and CAO, 

Dunlap-Stone University
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Evaluator and Former 
Commissioner 2
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“ The institution documents 
policies and procedures
used to define the chosen 
academic unit of 
measurement.”

- DEAC Standard III.F.
3



Building a documentBuilding a document
Credit Hour Assessment Policy and 
Processes
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Building Your Policy Outline

● You have a clock/credit hour policy and a 
process to apply it. 

This might be a separate policy or a part of your 
curriculum development and review manual. But it is a 
real and complete document with policies and 
processes that you have implemented.
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Clock Hour
One instructional hour is defined 

as 50 minutes of instruction in a 

60-minute period.

Choose Your Units of Measure

Credit Hour
The assignment of credit hours 

must conform to commonly 

accepted practices in higher 

education. A credit hour is 

defined as an amount of work 

represented by intended learning 

outcomes and verified through 

evidence of student achievement 

in academic activities.
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Semester Credit Hour
One credit/semester hour is 15 

hours of academic engagement 

and 30 hours of preparation, a 

total of 45 hours in a semester.

Choose Your Units of Measure

Quarter Credit Hour
One quarter hour credit is 10 

hours of academic engagement 

and 20 hours of preparation, or 

30 hours in a quarter.
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Semester and quarter hours are equivalent to the commonly accepted 
and traditionally defined units of academic measurement. Academic 
degree or academic credit-bearing distance education courses 
are measured by the learning outcomes normally achieved 
through student work.



Building Your Policy Outline

● Written Policy and Process
● You state whether you use credit or 

clock hours and define what they 
represent.
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How can you write about it in the SER?

10



Engagement and Preparation

11

DEAC’s Guide to Self-
Evaluation has detailed 
guidance.



Remember old-school classes? T/Th with Dr. Clark Humanities 201.
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Time was measured by where you were. 



But what if you are asynchronous?
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Activity Menu
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Engaging with

Class Lectures 

(Interactive Slides, 

Listening, 

Watching, Etc.)

Reading 

Textbooks or 

Articles

Participating in 

Online 

Discussions

Studying for an 

Exam

Researching Taking an Exam Writing a Paper Initiating Contact 

with a Faculty 

Member

Externship/ 

Internship

Completing Case 

Study

Computer 

Assisted Modules 

or Multimedia

Completing a 

Problem Set/ 

Homework

Reviewing the 

Syllabus

Conducting Lab 

Work

Planning and 

Allocating Time

Attending an 

Institution-

Assigned Study 

Group



What activities are what?

Engagement

Academic engagement may include, but is not limited to, 
submitting an academic assignment, listening to class 
lectures or webinars (synchronous or asynchronous), taking 
an exam, completing an interactive tutorial or computer-
assisted instruction, attending a study group that is assigned 
by the institution, contributing to an academic online 
discussion, initiating contact with a faculty member to ask a 
question about the academic subject studied in the course, 
conducting laboratory work, and completing an externship 
or internship.

Preparation
Preparation is typically homework, such as reading and 
study time, and completing assignments and projects.

15
DEAC’s Guide to Self 
Evaluation has detailed 
guidance.



Building Your Policy Outline

● Written Policy and Process
● Define a Clock/Credit Hour
● You clearly define what is 

engagement, what is preparation 
(related to your educational 
philosophies), and describe how you 
estimate each. 
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Calculation Example

17

3 credit hours

45 hours engagement 
and  90 hours 
preparation

6 weeks long

45/6 = 7.5 hours per 
week of engagement

90/6 = 15 hours per 
week of preparation



“ The institution demonstrates that 

each course and program requires 

the appropriate amount of work

needed for students to achieve the 

level of competency defined by 

institutionally established 

course/program outcomes.

- DEAC Standard III.F.4.
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“ Curricula and instructional materials are 

sufficiently comprehensive for students 

to achieve the stated program 

outcomes… reflect sound principles of 

learning and are grounded in distance 

education instructional design 

principles.

  - DEAC Standard III.D.
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Based on the learning outcomes, what activities do developers (or reviewers) 
need to include (that are appropriate for the level of the program) to ensure 

students meet the stated outcomes?
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Reading

Case Study

Discussion Forum

Proctored Exam 

Research Paper

Essay

Presentation 

Office Hours



Based on the learning outcomes, what activities do developers (or reviewers) 
need to include (that are appropriate for the level of the program) to ensure 

students meet the stated outcomes?

21

Weekly Outcomes Engagement Preparation Total

Compile and review 

appropriate source 

materials

Differentiate between 

types of documents in 

business research

Engage in Lecture 

Activity (.5)

5 DQs (2.5 hours)

4 participation (4.5)

Faculty Feedback 

(.5)

Assigned Reading (50 

pages) (5)

Resource Identification 

and Annotated 

Bibliography (5)

Background Draft (3)

Research and Planning (2)
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DEAC’s Guide to Self-Evaluation has 
detailed guidance.



Estimating Time on 
Task
Estimating Time on 
Task
Credit Hour Assessment Policy and 
Processes
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“
The institution must provide concrete 
evidence that it has provided adequate 
guidance during the development of a 
course/program to substantiate the 
credit hours assigned. The institution 
should cite other research or studies
done in order to document its 
definitions or formulas for verifying 
student work.

- DEAC Guide to Self Evaluation
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Tools for Estimating
Workload Estimator 2.0

(which includes citations on their methods)

Champlain Estimating Instructional Time and Homework

SUNY Time on Task Estimator

Reading Speed Charts

Original Workload Estimator with Citations
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https://cat.wfu.edu/resources/tools/estimator2/
https://clt.champlain.edu/kb/understanding-and-estimating-instructional-time-and-homework/
https://www.esc.edu/dlis/design-your-course/determining-time-on-task/
https://catalog.shepherd.edu/mime/media/12/913/SU+Credit+Hour+Policy+Appendix+B.pdf
https://cte.rice.edu/resources/course-workload-estimator


Factors to Consider

● Level of the Program 
(non-degree? doctoral?)

● Level of the Course 
(introductory?)

● Difficulty of the reading 
(highly technical? 
purpose?) 

● Writing expectations 
(drafting or research?)

Student Population

● Adult learners?
● Previous education?
● Familiarity with classroom 

or topic?
● Familiarity with the 

process or resources?

26



“ The institution measures and 

documents the amount of time it 

takes the average student to achieve 

learning outcomes and specifies the 

academic engagement and 

preparation time.

- DEAC Standard III.F.4.
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From my last SER: “In general, DSU relies on three data sets to affirm credit hours. First, instructional 

designers estimate the time on task within each of the categories based on their knowledge and 

understanding of the specific course activities. This is supplemented by external tools such as the 

Workload Estimator tool and validated by student reported information in end of course surveys.”



“
All student work is documented in 

the curricula materials and syllabi, 

including a reasonable 

approximation of time required for 

students to complete the 

assignments. Evaluation of student 

work is identified as a grading 

criterion and weighted 

appropriately in the determination of 

a final course grade.

- DEAC Standard III.F.4. 29
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It’s in the syllabus. And the catalog. 
And the website. And the LMS.



Building Your Policy Outline

● Written Policy and Process
● Define a Credit Hour, Engagement and 

Preparation
● Define Estimates with Citations
● What training do you need? What 

process do you use? Who does this? 
When? Is it a part of your 
revision/review cycle?

31



Document Your 
Process
Document Your 
Process
Credit Hour Assessment Policy and 
Processes
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Building Your Policy Outline

● Written Policy and Process
● Define a Credit Hour, Engagement and 

Preparation
● Define Estimates with Citations
● Define Timeline, Process, Personnel, and 

Training
● Standardize your documentation 

process with a form or other tool.
33
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Course Review
● Syllabus
● Notes on Changes
● Overview
● Outcomes
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Course Review
● Assignment time on task estimates (internal and external)
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Course Review

● Validation through Surveys
● Flag for Changes
● Implementation Evidence



Show Continuous 
Improvement
Show Continuous 
Improvement
Credit Hour Assessment Policy and 
Processes
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Examples
Demonstrate Implementation and Auditing
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Examples
Appears to Validate

This course should 
have an average of 
15 hours per week in 
preparation. 
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Examples
Needs Review

This course should have 
an average of 7.5 hours 
per week in 
engagement. Consider 
in the review the small 
nature of the class. 
More students would 
be more engaging in 
our model.
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Examples

41

Goal: 15

Goal: 7.5



Examples
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Written Policy Highlights
● Define a Credit Hour, Engagement and 

Preparation
● Define Estimates with Citations
● Define Timeline, Process, Personnel, and 

Training
● Forms, Tools, Resources
● Documentation of Implementation: 

Schedules, Steps, Data Collection, 
Links to Program Review 43



Evaluation of 
Compliance
Evaluation of 
Compliance
Credit Hour Assessment Policy and 
Processes
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Important Resources

45



Evaluation Documents

46
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Do

Provide Examples and Evidence

Have written policy documents

Regularly perform credit 
assessments for EVERY COURSE

Don’t

Assume your evaluator 
understands your method

Only state it in the SER

Only do it for the 
programs/courses under review



Questions?
You can find me at:

⊹ cbarron@dunlap-stone.edu

⊹ DEAC Staff

48


	Slide 1: SPOTLIGHT ON: DOCUMENTING CREDIT ASSESSMENT
	Slide 2: Hello!
	Slide 3
	Slide 4: Building a document
	Slide 5: Building Your Policy Outline
	Slide 6: Choose Your Units of Measure
	Slide 7: Choose Your Units of Measure
	Slide 8: Building Your Policy Outline
	Slide 9
	Slide 10
	Slide 11: Engagement and Preparation
	Slide 12
	Slide 13
	Slide 14: Activity Menu
	Slide 15: What activities are what?
	Slide 16: Building Your Policy Outline
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23: Estimating Time on Task
	Slide 24
	Slide 25
	Slide 26: Factors to Consider
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31: Building Your Policy Outline
	Slide 32: Document Your Process
	Slide 33: Building Your Policy Outline
	Slide 34
	Slide 35
	Slide 36
	Slide 37: Show Continuous Improvement
	Slide 38: Examples
	Slide 39: Examples
	Slide 40: Examples
	Slide 41: Examples
	Slide 42: Examples
	Slide 43: Written Policy Highlights
	Slide 44: Evaluation of Compliance
	Slide 45: Important Resources
	Slide 46: Evaluation Documents
	Slide 47
	Slide 48: Questions?

