Proposal for Development of Online Programs

DRAFT April 27, 2007
This draft has been prepared for review and discussion.
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Overview of Development Stages
1
Call for Proposals for Online Courses

Possible elements requested in call for proposals:
· Project/Program Title

· Lead Faculty/Contacts

· Description & Need (background, history, context of demand, number of students to be served)

· Outcomes/Objectives

· Teaching & Learning Approach

· Partnership Strategy, if applicable

· Student Benefits from Online Course/Program Proposal

2
Review and Select Proposals
Process and responsibilities to be determined.

3 
Create Project/Program Timeline

Responsibilities for assisting in development of project/program timeline to be determined, but possible elements for the timeline include:

· Milestones

· Responsibility

· Start/End Dates

· Deliverables

4 
Create Course Timelines

Assignment of course development responsibilities and milestones — a more detailed course development and production timeline will be developed during the first term before delivery of a course.

· Milestones

· Responsibility

· Start/End Dates

· Deliverables

Quality Assurance of Online Programs

1
Resource Team to Support Course Development

· Emerging Technology Center — Technology Operations 
· Center for Excellence in Teaching — Course Design & Assessment 
· Program/Departmental Faculty — Collaborative Course Development
· Other_______________

2
Formative & Summative Evaluation of Courses


· Formative Evaluations (before end of term, e.g., at Weeks 3 & 7) — Formative Evaluation Questions, Tests, Quizzes, and/or Projects
· Summative Evaluations (at end of term): 
(1) Online Student Survey (see “Standards for Online Learning” and decide if CET or ETC will administer and collect e-form survey data) 
(2) GSU Student Assessment of Instruction (already in place at end of all courses) 
(3) Final Exams/Projects

3
Standards for Online Courses and Program Development Formative & Summative 

· Online Learning — Note collection of information on retention in online courses, methods and examples of evaluation protocols and forms for online courses at: http://academics.georgiasouthern.edu/cet/ludy/online_learning/index.htm
· Quality Assurance Process — Note review of literature on the quality assurance process in e-learning in “A Quality Assurance Framework for Recruiting, Training (and Retaining) Virtual Adjunct Faculty” at http://www.westga.edu/~distance/ojdla/spring91/daniell91.htm 
Project Management for Course Development and Production
1
TWO TERMS BEFORE OFFERING

Weeks 1-3: 

Develop course rollout schedule.

Identify lead faculty/contacts.

Request online course site for lead faculty to use during development period.

Register faculty for ETC workshops in how to use online technology.

Register faculty for CET workshops in how to design and evaluate online courses.

Week 10: 

Determine courses to be offered and responsible faculty for term after next.

Weeks 13-16:

Faculty completes training.

2
ONE TERM BEFORE OFFERING

Complete the following course design, development, and production tasks. Assign lead faculty to work with instructional designer. Estimate days, start and finish dates, responsibilities, and report progress. 

A
Obtain Online Course Approval
B 
Plan Production Meetings and Training

C 
Select and Request Text & Supplements

D 
Select and Request Text, Supplements, and Copyright Approval
E  
Develop Course Planning Documents
F
Develop and Upload Course Documents
G
Check Readiness of Web Course Site

A
Obtain Online Course Approval
· Obtain department/committee/school/college/faculty approval.

· Obtain university approval.

· Describe contact hour equivalence, involving both instructor and students for the intent of delivering course content and achieving course objectives. 

· This generally will be demonstrated by the planned asynchronous activities that are interactive.

· Unplanned contact, that is the equivalent of office hours would not be counted as contact hours.

· The equivalent of homework assignments would not be counted as contact hours.

B 
Plan Production Meetings and Training

· Create ongoing course production meeting schedule with CET consultant.

· Request web site for specific course.

· Schedule additional ETC and CET training, as needed.

· Track progress of production meetings and training needs.

D 
Select and Request Text, Supplements, and Copyright Approval
· Order desk copies

· Order student copies

· Copyright

· Provide list of resources

· Initiate request

· Track

· Approve/omit

E  
Develop Course Planning Documents
· Course map — explicit clarity of how to organize course

· Draft

· Edit/revise

· Upload

· Course timeline

· Draft

· Edit/revise

· Upload

· Course policies — GSU course policies (overview of content, explanation of tests, statement of grading, statement of attendance, time frame for assignments), academic integrity policies (faculty & student handbook, course template examples), course web site tools (announcements, e-mail, digital assignment submissions, online office and discussion areas, chats), accessing technical support

· Draft

· Edit/revise

· Upload

· Course syllabus

· Draft

· Edit/revise

· Upload

· Course graphics & media selections

· Draft

· Edit/revise

· Upload

· Course website layout — placement of syllabus, organizers, modules, files, discussion areas, structure each week, e.g., topic overview, objectives, focus questions, readings/presentations, assessments, student checklist

· Draft

· Edit/revise

· Upload

F
Develop and Upload Course Documents
· Course banner

· Draft

· Edit/revise

· Upload

· Course introductions — “staff information” link, “welcome” to students

· Draft

· Edit/revise

· Upload

· Course assignments

· Draft

· Edit/revise

· Upload

· Course tests

· Draft

· Edit/revise

· Upload

· Course evaluations

· Draft

· Edit/revise

· Upload

· Course discussion questions

· Draft

· Edit/revise

· Upload

· Website, media, and graphics production

· Draft

· Edit/revise

· Upload

G
Check Readiness of Web Course Site

· Website accessed from location outside of university

· Website accessed from on-campus site

· All files checked for viewability

· Multimedia components tested for proper operation

· Faculty member has been able to post announcement, make revisions to discussion areas, and create links to other websites

· All course materials are available to students

Proposed Training Program
The following components are proposed for online training support for faculty responsible for design, development, and teaching of online courses. These major phases could be conducted in 2-hour sessions of one session per week or in another schedule. Another option would be to develop these components in an online course for faculty and for ETC and CET to co-facilitate faculty participation in the modules.

Getting Started: Online Teaching Overview

What does “teaching on the web” mean? major differences in interactions, participation, community, “intonation,” production issues

Role of web technology at GSU

Web support resources at GSU

Locating online help for faculty and students

Requesting course sites

Using web site areas

Online Communication Tools

For each tool — announcements, email, digital submissions, discussion areas, chat:

· Overview of functionality

· How and when to use

· Things to do

· Things to avoid

Introduction to Online Course Design

Course banners and welcomes

Interactive capabilities in online learning

Planning “warmth” dimensions & motivational strategies

Building objectives in a course map format

Organization, directions, folders & chunking

Planning online activities to support learning outcomes

Choosing assessment strategies for different outcomes

Planning grading for learning v. testing

Creating Dynamic Discussions

· Overview of functionality

· How and when to use 

· Things to do

· Things to avoid

· Examples that work v. examples that fail

Evaluations & Assessments
· Overview of functionality

· How and when to use 

· Things to do

· Things to avoid

· Examples that work v. examples that fail
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