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E-LEARNING COMMITTEE 

 

 

Terms of Reference 
 

The E-learning Committee has the responsibility of overseeing the E-Learning 

requirements of the department.  Specifically, the E-learning Committee performs the 

following tasks:  

 

1. Participate in the development of the department’s Operational Plan, especially 

those goals and sub-goals that pertain to e-learning. 

 

2. Submit a Course List to ETC for course assignments in the E-Learning portal 

before the start of every semester. By default, QA Officers, concerned HoSs, and 

concerned PCs have special access to respective courses in the portal.  

 

3. Provide awareness to staff on how to use the E-learning Portal. Prepare the 

following in every awareness activity: 

 Attendance Sheets - Keep copies in the ‘E-learning Committee’ File. 

 Certificate to the Speaker 

 A Request for Online ‘Survey on Training/Event’ from ETC. 

 A Request for Photograph services from ETC  

 

4. Upon receiving of the result of the Survey on Training/Event, summarize the 

result in a file. 

 

5. Write a ‘News Article’, if necessary, to be uploaded in the HCT website and 

department e-Newsletter. 
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6. Monitor the courses that made use of ‘blended learning’ in the department by 

providing activity reports to the Head of Department (CC: QA Committee). 

 

7. Monitor the usage of other features of the e-Learning portal (Forums, interactive 

sessions, emails, etc.).  

 

8. Identify the other technologies used by other courses instead of e-learning portal 

(e.g. NetSpace). Provide a summary of the statistics regarding the percentage of 

active courses, active lecturers and active students.  

 

9. Submit E-Learning Activity Reports (BOTH General and Detailed Reports) to the 

Head of Department and furnish a copy to the Department Quality Assurance 

Committee at the end of every semester. 

 

10. Maintain and maximize an effective file management in IT drives in accordance 

to the guidelines of the department.  

 

11. Provide all the documentations that the Department Quality Assurance Committee 

requires for the purpose of QA Audits.  

 

12. Maintain an ‘E-learning Committee’ File. 

 

13. Perform any other relevant responsibilities pertaining to e-learning assigned by 

the Head of Department. 

 

 


