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The purpose of this guide is to help faculty plan their time in designing and running an online course offering.  These are meant as suggestions and not policies.  
It is highly recommended that instructors share their design strategies and list of learning activities for peer feedback before course content documents are written.  Where appropriate, grading rubrics should be distributed for feedback to help ensure that they appropriately assess the expected student outcomes.

4 Months Before Term
· Review the approved curriculum for the course to determine the course description, learning objectives, and measurable outcomes.
· Outline a series of assessments that can be used within the online delivery to measure the learning objectives and outcomes.
· Obtain approval from Dean to offer course in an online format.  Determine any additional prerequisites that students must meet to enroll in this section (broadband Internet access, completion of specific online-orientation activities, etc.) which will need to be added to the registration course descriptions.
· Obtain Course Shell from IMS Site Administrator into which you can build your course
· Request publisher review copies of textbooks and supplemental instructional materials and complete the requests for permission from publishers to post the instructional materials into online course sites

3 Months Before Term
· Review the Online Site-Readiness Rubric to determine the course structures and policies
· Divide course into content modules
· Write learning objectives for each module, which are tied to course objectives
· Design assessments and learning activities to support these learning objectives
· Write assignment grading rubrics that will be shared with students
· Identify sample or example assignments that can be shared with students
· Begin writing course content

2 Months Before Term
· Write Course Syllabus including the identification of all policies, expectations, and resources.  Remember to “over-explain” – since students might feel uncomfortable asking for clarifications.
· Review course design and learning activities with Dean (and members of the Unit)
· Identify the media and reading resources (textbooks, online articles, etc.) that students will need to access; verify their accessibility


1 Month Before Term
· Convert content to HTML or PDF (not all students will own Microsoft products)
· Load content to course site
· Build and upload course activity materials (online quizzes, discussions, assignment descriptions)
· Identify exterior resources to use as practice activities, research sites, and supplementary course readings.

2 Weeks Before Term
· Preview all course sections to verify that content, quizzes, and course activities operate as expected
· Develop a discussion forum for Questions and Answers About the Course 
· Review Course against the Online Site Readiness Rubric
· Write Course Design statement to students informing them of the intentional pedagogical decisions behind the structures within the course and how the information is organized.
· Email students at official campus email address welcoming them to class and informing them of any online-orientation or course pre-work to complete.

1 Week Before Term
· Open up the course to students (IMS Site Administrator – global "course availability" dates)
· Add course welcome statement (or video) to course site which indicates the activities students must complete during the first week of the course
· Begin an "introductions" discussion.

First Week of Course
· Verify participation by all students; use email and phone contacts with students who are not completing first-week activities on-time or with lack of sufficiency.
· Provide positive feedback to students about their introductions postings and to their postings about questions about the course.


Ongoing Weekly Tasks
· Grade assignments and provide written or recorded feedback to each student 
· Update Course News area to reflect positive feedback, reminders of upcoming assignments, and direction to external research sources and articles for review
· Review the course Questions and Answers discussions to provide assistance to students.  Provide notes of thanks to students who stepped-in to help answer the questions of others.
· Provide individualized feedback on student papers and projects (topic choices, reference lists, written drafts, etc.).  
· Track course design successes and issues (technical, pedagogical, student preparation/orientation) that will go into modifying / improving the next run of the course.
· Periodically use the Survey tool to find out “how is it going?”  Feedback from students about the most useful activities, most useless activities, and suggestions for changes can be reviewed as possible instructional design changes for future runs of the course.

End of Course
· Request students to provide suggestions for improving the course.
What went well? What was "muddy?" What other resources were helpful?  What other topics would students have liked to had time to explore? etc.
· Assemble the list of course design successes and issues into a "debriefing document" about the course.  Add student comments as they pertain to the issues identified.  
· Review course with Dean (and members of the Unit) to discuss the innovations developed in the course and methods for improving the course design or learning activities for the next run of the course.
· Develop and implement a list of course content and assignment modifications to complete before the next run of the course.
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