

For instructors developing an online course:

During the course of development, use and complete this form.  The purpose of this form is for your department to view, discuss, and approve.  Please send a completed copy to Sue Meeuwenberg, distance education coordinator—after approval of the course form.
Signatures and dates appear at the end of the form.

The completed document will be uploaded to the S network drive Sue Meeuwenberg.
ONLINE COURSE PROPOSAL FORM
Part I.  Development of Online Course Proposal
	1. Name of Course
	

	2. Course Number
	

	3. Credit Hours
	

	4. Date of Preparation
	

	5. Prepared by
	

	6. Is this a brand new course at MCC?
YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	7. Objectives of Course (should be same as on-campus approved course).  If they are not, specify why:  (current instructors:  copy and paste)


	8. What online platform are you using to deliver your course?   


	9. How is your syllabus included in your course and where?  Please attach to this proposal?


	10. Is your course self-paced or structured with specific due dates?  Describe your administering of assignments.  Are they posted all at the beginning of the semester or are they posted in chunks, or are they posted as you proceed throughout the semester?  For new course, please attach your schedule of assignments to this proposal.  


	11. Describe your teaching methods and tools used in this online course (typed lecture notes, diagrams and illustrations, videos, audios, exercises, facilitated structured discussions, use of course cartridge, etc.)


	12. Do you quiz and/or test online?  (If no, describe your testing procedures below.)  (If, “yes,” proceed to question no. 13)


	13. What special provisions do you use for online testing ( time limits, alternate tests, etc.)?




	14. How do you prevent students from cheating in your course?



	15. What is your primary method of communicating with your students?



	16. What turn around time do you provide for answering students’ questions?



	17. What turn around time do you provide for responding to students’ work and/or tests?



	18. How/where do you administer your final exam?



	19. How do you plan to evaluate/assess the effectiveness of your online course and use that to improve?


	20. Do you use any special software tool(s) to enhance your course?  Which ones and how do you use for effective learning?



	21. What do you perceive as the primary difference between the online course and the face-to-face class regarding student learning?



	22. What will be your method of orientation for your online students? 


	23. What prerequisites do you require for this course in terms of technology, specific software, etc?



	24. What type(s) of professional development, mentoring, or experience have you had to help construct the online course?




	Department Approval
____________________________________
Department Chairperson Signature
	Yes ____

No____
______________________

Date

	Dean of Instruction

____________________________________

Associate VP for Academic Affairs

	______________________

Date
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