proposal for teaching an Online Course 
Dutchess Community College


Thank you for your interest in teaching online.  Online courses at Dutchess Community College are offered through the SUNY Learning Network on the ANGEL learning management system.  You can complete the online approval process by following carefully the steps listed below.  

1. Complete the required Online Course Proposal Form (attached). 

2. Present your proposal form to your Department Head for discussion and approval. 

3. If approved, the Department Head will submit your proposal to the Dean of Academic Affairs. 

4. After approval by the Dean, the Department Head will be notified for schedule planning purposes.  The Teaching Learning Center will be notified for instructional support and training purposes.  
5. Considerations in selecting a course for online development:

a. Is there a previously existing shell for this course?  If so, we strongly recommend that there be one standard version of the shell of the online course.  

b. Is this a high demand, high impact course at DCC?

c. Is this course required in any program(s)?

d. How will this online offering impact on-campus registrations?

6. For instructors who have taught online at DCC before:

You must have taught your previously developed course for at least three semesters before developing an additional course.

7. For instructors who are new to teaching online at DCC:

a. Instructors must complete the 5 SUNY Learning Network (SLN) workshops before teaching their first online course at DCC.  As a result, the deadline for completion of the approval process for instructors teaching their first online courses is the end of week three of the semester.   
b. The Teaching Learning Center staff will notify you of the training dates and register you for the training sessions.  Workshops descriptions are below.  Visit the SLN site at http://sln.suny.edu and click on the Faculty link for more information. 


c. Workshop Schedules - The workshops must be completed the semester prior to your first online offering of the course.  The SLN course development process begins in early March through mid-August for a fall semester offering and early September through mid-January for a spring semester offering.


Workshop 1 Introduction to Teaching Online
This is an overview workshop on the SUNY Learning Network, online best practices, learning modules and the ANGEL environment. 

Workshop 2  Presenting Content in your Online Course  
In this workshop you will work with the different format and venues of displaying and delivering your course materials in the ANGEL environment.  
Workshop 3 Integrating Interaction in your Online Course
In this workshop you will build your discussion forums and rubrics for your online course.  

Workshop 4 Authentic Online Assessment 
This workshop is dedicated to building and delivering sound methods for evaluating student work in an online course.  
 
Workshop 5 Teaching and Managing Your Online Course 
In this workshop you will review the previous workshops and talk with veteran online instructors.  You’ll be ready to go live after this session.  
8. Completing the Process:  

The Teaching Learning Center will certify in writing to the Dean of Academic Affairs that you have developed a new online course or completed the SLN training if you are new to online teaching at DCC.    Compensation is approved and submitted for payment by the Dean of Academic Affairs.      

	Instructor and Course Information

	Name
	     


	Campus Phone Number
	     


	DCC E-mail Address
	     


	Department
	     


	Course Number & Title
	     


	Semester of Initial Offering
	

	Has an online ANGEL course shell already been developed for this course?


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	Do you plan to use the existing shell?  


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	By whom was it developed?
	

	Have you taught this course on campus at DCC?

	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	Have you previously taught an online course at DCC?


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
No



	If you answered yes to the previous question, which courses have you taught?


	    

	Have you taught your previously developed online course for at least three semesters? 


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	______________________________________________________

Online Course Instructor/Developer
	______________________

Date


	Department Head Information

	How many on-campus sections of this course are offered each year?


	     


	What effect will this online offering have on the number of sections or enrollment in sections offered on-campus?


	     


	Is this course required in any program?  

If so, which one(s)?


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Is this course a designated elective in any program?  

If so, which one(s)?


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Other Information or Comments:


	     


	I recommend this course for development as an online offering.

	

_____________________________________________________

Department Head
	

____________________

Date

	Approved:

	

_____________________________________________________

Dean of Academic Affairs
	

____________________

Date
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