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MISSION

The mission of the Online and Learning Technologies Center is to develop a number of high quality online and hybrid courses that are in consonance with current NEASC requirements, and to provide online instructors with the appropriate resources and professional development opportunities to support the project to completion.  

Application Procedure

Applications should be submitted to the appropriate Academic Department. Following departmental review, the application will be forwarded with the departmental recommendation to the appropriate Dean of Academic and Student Affairs. (See attached documents)    
Selection Procedure

The selection criteria will be based on the priorities identified in the Departmental Online Plan.
Online Course development Process

The online course development process begins with the approval to initiate an online or hybrid course by the Academic Departments and Dean of Academic and Student Affairs and ends by final approval of the Vice President as follows:

1. Applicant meets with the respective Academic Department to determine how well the online or hybrid course satisfies department requirements.
2. The Department forwards its recommendation to the Dean for approval.

3. The proposal is submitted to the Vice-President for approval.
4. When the course is approved, the applicant will be assigned a “faculty mentor” to assist in the course development. The faculty mentor will be available to support the applicant throughout the entire developmental process as well as through the first semester that the course is offered. 

5. Training, consultation, and professional development requirements will be arranged through the Online and Learning Technologies Center.

6. Applicant will be compensated upon the successful development of the course , recommendation of the faculty mentor, and approval of the Vice-President of Academic and Student Affairs or his/her designee at $500.00 per credit hour.  
Attachment 1.  Cover Sheet for Online/hybrid Development Application

Name:

Course Proposer(s) Contact Information:

Office Location(s): 


Office Phone(s):

Email: 

Course Code: 
Course Title: 

Credit Hours:

Course Description and Learning Outcomes: Attach departmental course syllabus 
Date application submitted to and approved by the Academic Department:
Department Chair signature:
Dean signature and date:

VP Budget approval signature and date:

Attachment 2.  Development process checklist Online/Hybrid course development
Mentor assigned
Training scheduled
Payment scheduled
Checklist for Course Materials information submitted and course placed on semester schedule by Academic and Student Affairs Dean

Form DE-1
DISTANCE EDUCATION COURSE/INSTRUCTIONAL MATERIALS

CHECKLIST FOR COURSE MATERIALS 
Faculty Member: _______________________________________________________________ Year and Semester:_____________________________________________________________ Course Title and Section: ________________________________________________________ 

____ 1. Instructor's Name 

____ 2. Course Title/Number

____ 3. General course description (according to College catalogue)

____ 4. All required texts, paperbacks, software, software capacity, specific handout including information on publisher, edition, version etc. 

____ 5. Course topics and/or assignments and/or required and/or supplemental reading 

____ 6. Teaching procedures (briefly describe) 

____ 7. Instructional objectives (list) 

____ 8. Basis for student grading 

____ 9. Procedure (criteria) for evaluating student performance 

____10. Tentative test schedule/assignment(s) schedule 

____11. Interaction plan

If any of the above are missing or if the evaluator has concerns, the unit member will be notified and given an opportunity to submit the missing materials and respond within fourteen (14) calendar days. 

Evaluator’s Signature/Date: ____________________________________ [image: image1.png]
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