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What You Need to Get Started

e A computer, laptop, or device with an internet connection*

e A microphone and speaker/earbuds - your computer/laptop/device may have these
devices*
e Signed Confidentiality Agreement

*All reviews will be completed in the Tutoring and Learning Center. You can use your own laptop or
one of the TLC computers in a study room and headphones are available to borrow at the TLC
reception. Book the front study room at the TLC reception at Isc.edu/TLCbookings or contact Nicola
Scott (nicola.scott@lsc.edu/218-733-6820).

Important Information

e You have from September 7, 2022 - October 5, 2022, to complete your reviews and interview
o Your first class will be added to your D2L shell when requested in the training. You
will have 24 hours after it has been added to your D2L shell to record your review of
the online D2L class shell and schedule your interview
o Classes can take between 2 - 12 hours to be added to your D2L shell
e For payment of each review, you are required to submit:
o Recorded Video Review shared via a downloadable VidGrid, or SharePoint/OneDrive
= For each review section, you are required to state the number of the rubric
guestion you are responding to verbally
o Completed Written Rubric Review (Appendix A)
= Completion of the review rubric can be either hand-written or typed.
Handwriting must be legible or must be typed up.
= Full sentences and explicit explanation is required
o 30-minute interview to be scheduled with Nicola Scott (nicola.scott@Isc.edu) within
24 hours of your review (Appendix B)
= Itis your responsibility to schedule this review. See “Scheduling section.”
o Completed & Signed Review Tracking Form (Appendix c)

e Upon completion, you will receive payment on October 21, 2022, via Bank Mobile and the
Student Payment Center. Contact Holly Israelson (holly.israelson@Isc.edu) for more
information.

Adding a review course added to your D2L shell

Your first class will be added in the first week of the review period (September 07, 2022 - September
14, 2022).
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Once your first review is fully complete, schedule your next review course to be added to your D2L
shell.

Recording your Review & Completing your Review Rubric

Step-by-Step Zoom Instructions : .
1. Log onto Zoom using your Minnesota State 2 S S w B i & Mo e R S

Go to https://minnstate.zoom.us/
Click on Join or Sign In
a. Join - Enter in the Meeting ID
b. Sign In - Your username is your StarID
and your StarlD password

Zoom

Video Conferencing

B e s noess
s

2. Starta “New Meeting” S 0 28 A 58

Once logged in, click on “New Meeting.”

Phone Call Computer Audio Call Me

3. Test Speaker and Microphone

Ensure your computer audio is working.

Join with Computer Audio
gst Speaker and Microphone
@) Automatically join audio by computer when joining a meeting

4. Open the D2L Class to Review

Log in to D2L and open the class shell you plan to review.


https://minnstate.zoom.us/
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5. ShareD2L Class Window on Zoom

Go back to Zoom and Share the D2L window by clicking the green “Share Screen” option. Select the
D2L window and click “Share.”

@ cc

Record Show Captions

Record Show Captions

7. START YOUR REVIEW

Follow the Student Review Rubric and review the class. Elaborate and share as much as you can.
Please follow the respectful guidelines identified in the training, but please be as honest as possible.

8. End your Zoom meeting to save the recording

9. Schedule your Interview
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How to Schedule Your 30-Minute Interview
Tip: Use the Scheduling Assistant feature on your LSC Outlook Calendar can help with scheduling at a
time that works for everyone.

1. Go to your LSC Outlook Calendar

To open your LSC Outlook Calendar, log into your LSC email address and select the Calendar icon on
the left side of the window. Click on “New Event”.

& (@] () (3 https://outlook.office.com/calendar/view/workweek (\CS B A w ® ® G V= a

o Email [ Calendar @ OneDrive 4 (SC [ Spreadsheets [7) LSCUsefullinks ) TLC ) Research [ Office365 & ToDo [3) Timesheets [ Training > | E) Other favorites

i1 Outlook L search = I IEE 3 @ 33 ? ;9 ﬂ
(5] (] Today & > 2022 September12-16 =] Work week v 12 Share 1 Print

— Mon Tue Wed Thu Fri
v 2022 September 1 12 13 14 15 16
g8 M T wW T F s s @ Jenna start at 11 am: Jenna leave at 11 am
29 30 31 1 2 3 4
2 ° 6 7 8 9 10 11 Nic/Tanner Cover 58 Student l §83 Student Review 28 I S8 Student
o Rec Review 2 32 @
12 13 14 15 16 17 18 ° Scot  Byst Student
9 y Busy Busy s
19 20 21 22 23 24 25 omputer Skills: Digital
. iteracy DAE -
] 26 27 28 29 30 1 2 g L185 . eadership Team
N Meeting
3.4 5 6 7 8 9 523 Student s165 523 Student
u Review 26 Turner, Adoness M Review 34
0 ) 523 Student 23 Student
& Add calendar Review 27 2 Review 35
2 Create bookings page A =) I Director of Tutoring & ©
[N Studen
— Rev
/My calendars P 19 A
2 {Z Professional Tutor ¢ Luoma Leadership Acade
® © cl 5115 Anna's office
Calendar Busy Reading Strategies: Skim, | Amena Weekly Chat Sackette-Urness, Anna C
ina giving blood (just | hitps#/minnstatezoom.us/j/97  f Meet in TLC
31 Trinity Road, Bloodmobile [ Scott, Nicola J Scott, Nicola ! ~ BiBchudent
N/ Other calendars arts, Anna R 36
IE]S E student  Busy I‘E}Student
Busy

2. Add the following information:

Name of Meeting: Student Review Interview: [your name] [course code & ID]
Who: Nicola Scott

Date: [use calendar to the right and ensure that the selected time is green]
Time: 30 minutes

Location: [leave blank]

Example:
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E7 Scheduling Assistant  [z] Response options v Busy v  <J Categorize “/

< B > Tue, September 06, 2022 v

. Calendar ~
@lt Review Interview: Harry Potter CIS 1420 Online Poet Training for Student Reviewet

g  Scott, NicolaJ X Optional 10 (#5s)
Suggested times Preferences .
99 1 HOLD 2 Online Stu  Reserve a Study Ro
dent Review Trainin om

Wed 09-07 Wed 09-07 Wed 09-07 g
07:30 - 08:00 08:00 - 08:30 16:00 - 16:30
@ Available: Everyone @ Available: Everyone @ Available: Everyone

13

@ 2022-09-06 12:00 v e All day @ Time zones

2022-09-06 12:30 ~ 2 Don't repeat
14 Town Hall - Mission Diversity Committe
Statement - Reaffir e - Anna

Search for a room or locatiol [ ] @ Teams meeting
& >

@ AF eimiiban bafmen oo

IMPORTANT: Interviews must be scheduled within 24 hours of completion of your recorded review and
rubric. Interviews can only be scheduled Monday — Friday between 8 am —5 pm. If this doesn’t work for
you, please email me. Your interview is only confirmed once the meeting has been accepted and a Zoom

link is added to your meeting request by Nicola Scott
3. Attach your Review Rubric doc. and video review. If the files are too large, Upload and Share to

a cloud or use OneDrive.

E | Add a description or attach documents

Iv @ @ % 2 &

Send Meeting Request by clicking “Send”. The interview is only confirmed once Nicola has

accepted and updated the meeting invite with a Zoom link.
Join your interview at the designated time. Please have the D2L shell available to open if

needed.
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Additional Zoom Assistance

e View Video Tutorials
e View Getting Started Videos
e View Configuring Audio and Video

Logging into Zoom with your Minnstate.edu email address
To check your log in identity, open the Zoom client application.

Click on your profile picture in the top right
o R corner of the window to reveal profile menu.

SN OO LCENSED
ster@mnstate.edy

<+— Dropdown should indicate your
account is Licensed

(@ Add a Persenal Note

© Settings

© fway

My Meeting £ |

© Do Mot Disturb ¥

My Profile
Try Top Features

’ If it does not, or if you are in
Swihtoportali iew doubt, sign out and then re-sign
in according to directions on

previous page.

Check for Updates


https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/categories/200101697
https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio
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Appendix A: Student Review Rubric
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Student Review Rubric

Standard Yes/No Comments
1. The syllabus is in Content. The syllabus should appear in Content. If it is not
there, please comment on where you found it, or
whether it was in the course at all.
Standard Yes/No Comments

Content.

2. A Due Date Overview is in

A summary document listing the due dates for
the course should appear in Content. If it is not
there, please comment on where you found it, or
whether it was in the course at all.

3. Look in Content and choose two assignments. Is it clear how you complete these
assignments and how they are going to be graded? This might be writing an essay or
completing a quiz, participating in a discussion, or doing a lab.

Standard

Assign. name

Comment

3a. Assighment One:

Explain what the assignment is, how it is graded,

Identify the and how one completes it. What is the due
assignment. date?

Standard Assign. name Comments
3b. Assignment Two: Explain what the assignment is, how it is graded,
Identify the and how one completes it. What is the due
assighment date?

9
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Standard Yes/No Comments
4. The course is set up in a Courses can vary in set up, but is it easy to figure
consistent manner. out? The course may be organized week-by-
week, or you might see it called “Units” or
“Modules,” or it could be some other format.
Please describe the organization of the Content.
If there is no obvious consistent layout, please
indicate what the problems are in the
organization of the Content.
Standard Yes/No Comments
5. The methods of grading and Please explain where you found the grading
the grading scale are indicated. information and how the course is graded.
The instructor has made it clear|
what students are being
graded on.
Standard Yes/No Comments

6. The instructor indicates the
best way to communicate with
them.

Does the instructor give office number, email
address, phone number, and suggestions for
communication? Are there Zoom meetings?
Where did you find this?

10
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are required for purchase or
use in the course. There are
also instructions on how to
access the materials.

Standard Yes/No Comments
7. There are links to outside Please indicate where you found these. If you do
resources like D2L help videos, not find them, please indicate where you looked
the library, Tutoring and for them.
Learning Center, the LSC
Technology HelpDesk, Student
Services, etc.
Standard Yes/No Comments
8. The instructor introduces Please explain where you found the instructor
themself. They also ask introduction. Did it include words, pictures,
students to introduce and/or a video? How are students expected to
themselves. introduce themselves?
If you did not find an instructor introduction,
describe where you looked to try and find this
information.
Standard Yes/No Comments
9. There is an Announcement If this does not exist, please describe what is on
welcoming students to the the home page of the course when you first log
class and letting students know in.
what they need to do first.
Standard Yes/No Comments
10. It is clear what materials Please indicate where you found this

information.

11
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Standard

Yes/No

Comments

11. There is clarity about
whether late work is accepted,
and if it is, how one submits it
and how it is graded.

Please indicate where you found the late work
policy. Was it easy to find?

Discussions: Please visit Discussions.

Standard Yes/No Comments
12. There is a discussion topic This should be found at or near the top of the
for general questions. page when you go into Discussions.

Standard Yes/No Comments

13. Look at one of the
Discussion forums. The
directions for what students
are supposed to post are clear.
One can easily tell when posts
and replies are due.

Due dates might appear in the title of the
Discussion, or they might appear within the
directions.

Quizzes: Please open one Quiz.

Standard

Yes/No

Comments

14. The directions for the quiz
are clear. Students can easily
tell when this quiz is due. It is
clear how long the quiz will be

If any of these things are not clear, please
indicate what is missing in the quiz that would
help clarify due date, availability, and length of
time for the quiz.

12




Lake .
UPDErior

Sup
B ~— . H
e Stydent Reviewer Instructions

ak
College

available to take, and how long
students have to finish once
they start the quiz.

Accessibility

15.
e Font type is big If any of these things are not true, please indicate
enough to read what problems might exist. If you have any
easily guestions, please talk to Nicola for assistance

e Color contrast
between writing
and background is
clear

e Videos have
closed captioning

e Documents have
an outline, sections,
and clear structure

16. General Course Questions:
a. What are two things you think are positive about this class?

b. What are two things you would change or add that you think would improve student learning
in this class?

c. On a scale from 1-10, where would you rate this course for ease of navigation and
comprehension? 1...2...3...4...5...6...7...8...9...10

17. Meta-Question:
Are there any questions we should be asking future student reviewers to look for/comment on
but didn’t?

13
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18. OVERALL, if this was a required course that you needed to take (please circle your
answer):

| would be able to figure out how it works with ease. Yes/No

Comments:

| would feel comfortable contacting the instructor if | had questions based on what |
see in the course. Yes/No
Comments:

Name of course reviewed:
Name of reviewer:

Date:

Review Number:

14



Lake .
Superior
College

e : i
R = Student Reviewer Instructions

Appendix B: Student Review Interview Questions

15
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Student Online Reviewer Interview Questions

Fall 2022 Course Evaluation

Date

Course:

Instructor:

Student Name:

Part One

Elaborate on Review Rubric responses and follow-up on responses.
Part Two

Feedback questions

1. [Instructor’s name] expectations were clearly stated.

*Relates to Q4 in LSC End of Semester Course Evaluations

Response Weight Frequency Percent Percent Means
option: Response

Strongly Agree |(4) %

Agree (3) %

Disagree (2) %

Strongly (1) %

Disagree

Not Applicable |(0) %

Response Rate Mean STD Median

2. [Instructor’s name] course policies regarding grading, attendance, deadlines, professional demeanor,
etc were clear to me.

*Relates to Q5 in LSC End of Semester Course Evaluations

Response Weight Frequency Percent Percent Means
option: Response

Strongly Agree |(4) %

Agree (3) %

Disagree (2) %

Strongly (1) %

Disagree

Not Applicable |(0) %

Response Rate Mean STD Median
Page Break

|3. [Instructor’s name] used materials and activities that [would help] me learn.

16
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*Relates to Q7 in LSC End of Semester Course Evaluations

Response Weight Frequency Percent Percent Means
option: Response

Strongly Agree |(4) %

Agree (3) %

Disagree (2) %

Strongly (1) %

Disagree

Not Applicable |(0) %

Response Rate Mean STD Median

to assist when necessary.

4. [Instructor’s name] [identifies when they are] readily available, in person or electronically via email,

*Relates to Q9 in LSC End of Semester Course Evaluations

Response Weight Frequency Percent Percent Means
option: Response

Strongly Agree |(4) %

Agree (3) %

Disagree (2) %

Strongly (1) %

Disagree

Not Applicable |(0) %

Response Rate Mean STD Median

5. What did you like about this course and why?

*Relates to Q10 in LSC End of Semester Course Evaluations

6. What didn’t you like about this course and why?

*Relates to Q11 in LSC End of Semester Course Evaluations

17
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7. Do you have any additional comments you would like to share about this course?

*Relates to Q12 in LSC End of Semester Course Evaluations

18
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Appendix C: Review Tracking

19
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Number of Reviews approved by Employee Contract:

Student Review Tracking

Review | Class Code | Review Sent Sent Interview Interview
# and Date Downloadable Review Date Completed
Number Video Review Rubric
Document
1 [] ] ]
2 [] ] ]
3 [] ] ]
4 [] ] ]
5 ] ] []

| have completed the reviews to the best of my ability and have submitted all

downloadable video reviews, review rubric, and completed the recorded

interview.

Student Signature

Project Supervisor Signature

Date

Date

20
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