Introduction to Developing an Online Course/Program
Developing an online TSJC Course/Program requires planning, collaboration and communication with the division chairs, deans, VP of Academic Affairs, and fellow faculty.  The four steps involved in online course/program development at TSJC are detailed below.

Proposals for online course/program development are accepted three times a year, based on the instructional calendar.  Instructors should plan on taking at least 3 months to complete the four step process. 

Present plan to Dean and Distance Learning Committee
Prepare the Online Course/Program Development Proposal Form for presentation to your associate dean, dean, and Distance Learning Committee. This form will ask you to provide details about how the course/program will be structured, including specifics about assessment and online interaction.  The Distance Learning Committee reviews only those courses where the definition of distance learning is met such that courses which have more than 75% of the instruction and interaction occurring via electronic communication, correspondence, or equivalent mechanisms, with the faculty and students physically separated from each other.
1. The Dean will provide the Distance Learning Committee members with a copy of the proposal either electronically or in person. The DLC members have three working weeks to provide input to the Associate Deans before approval is granted by the appropriate Dean. 

Approval will be contingent on funding or release time availability and relevance to the TSJC mission and strategic planning.

Proposal Deadlines: 

For new courses (not previously submitted to Curriculum Committee and are not in the Common Course Numbering System) 

· For spring delivery: previous spring

· For summer delivery:  previous spring
· For fall delivery:  previous fall

For Existing Courses (previously approved by Curriculum Committee and are listed in the Common Course Numbering System) 
· For spring delivery: 1 September
· For summer delivery:  1 April
· For fall delivery:  1 May
2. Sign the Online Course/Program Development Agreement Form .
3. The agreement will be attached to the appropriate Online Course/Program Development Proposal (Existing Course versus New Course) for payment of compensation or granting of release time.  

(Distance Learning Committee provides a 'template' agreement form, but departments/ divisions should amend as necessary. It is highly desirable for the course developer to also teach the course the first time it is delivered in the online format. However, if this is not possible, departments may require the developer to be available to make modifications during the first semester. The department may also require periodic reviews of the course during the development phase.)
 

4. Attend or be Mentored in Online Learning Environment Design Session(s)
Take the Quality Matters “Applying the QM Rubric” course and D2L Essentials Online Course.

Participants who have not successfully developed and/or been the instructor of record of an online course must attend a workshop or be mentored in online learning design in order to gain an understanding of the pedagogy required to develop an effective and engaging online course. Participants will experience online learning from a student point of view, explore the pedagogy of distance learning and discuss current issues in online instructional methodologies. Upon completion of the sessions(s), each participant will have developed or modified the structure of an online course with some course content that exemplifies best practices for online learning. Advanced coursework in e-learning and educational technology will be evaluated in lieu of taking the workshop.
Instructors who wish to teach hybrid and online course will need to successful complete the Quality Matters “Applying the QM Rubric” (APPQMR) as well as the D2L Essentials Online Course through CCCOnline in order to gain an understanding of the pedagogy required to develop an effective and engaging online course. D2L Essentials is a two-week, fully online workshop designed to Learn (D2L) course system. Its primary goal is to prepare instructors to teach with D2L at a basic level during their first term. Activities are completed in a practice D2L course. Upon completion of the sessions(s), each participant will have developed or modified the structure of an online course with some course content that exemplifies best practices for online learning. Demonstration on how to use D2L in lieu of taking the D2L Essentials Course is acceptable, but the APPQMR course will still be required.
The Quality Matters Rubric is a set of 8 general standards and 41 specific standards used to evaluate the design of online and blended courses.  

The Quality Matters Rubric is the concept of alignment. This occurs when critical course components - Learning Objectives (2), Assessment and Measurement (3), Instructional Materials  (4), Learner Interaction and Engagement (5), and Course Technology (6) - work together to ensure students achieve desired learning outcomes.  Specific standards included in Alignment are indicated in the rubric annotations.

5. Present the completed course/program for review

Present the completed course/program to your Associate Dean and Distance Learning Committee. New courses need prior approval from the Curriculum Committee. The course/program will be evaluated based on the Course Evaluation Checklist included in the Online Course/Program Development Proposal Forms. The course development compensation as funding permits will be paid upon successful completion of this review. Release time in lieu of monetary compensation will be negotiated with your Dean.
(The new course should be reviewed by the Certified Quality Matters Peer Reviewers).
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