ONLINE COURSE

SUPPLEMENT TO THE COURSE OUTLINE OF RECORD

WHEN SHOULD THIS FORM BE COMPLETED?

1. When you are developing a new (permanent or experimental) course to be taught Completely or Partially online.
2. When you are converting an existing (permanent or experimental) course from a face-to-face course to a Completely or Partially online course.
Tip:
· A course that has all student contact hours in a face-to-face teaching environment and which offers supplemental material online (A Supplemented Online course) does not require completion of this form.
HOW SHOULD THIS FORM BE COMPLETED?

Department, Course Number and Course Title:

· State the Department, Course Number and Course Title on the top of the form as it is listed on the accompanying COOR or Experimental (900) form.
Course to begin:
The semester and year the course will be taught and for which approval is being requested.

Tip:

· Approval must be requested before the schedule deadline of the relevant semester. So, if you want to offer the course online in Spring 2006, the Online Supplement along with supporting course outline (COOR or 900) must be submitted to the Dean/Sr. Dean before the schedule deadline in Fall 2005 for Curriculum Committee review and approval. (Think of it as usually the Friday of Flex Week for a NEW 900 course which will be taught online for the first time; and the end of August or end of January for an EXISTING 900 course/existing permanent course that will be taught online for the first time.)

Sections of this course may be Completely Online or Partially Online:

· This form is used to request online instruction as a mode of instruction permanently for one or more sections of the course.  You may choose to teach each section of the course Completely Online OR Partially Online. 

Tip:
·  You can check both options on the form so that you can teach one section of course Completely Online and another section of the course Partially Online. 
Curriculum Committee Evaluation Criteria:

None

What course management system will you use?

· LMC currently uses the Blackboard course management system.

· If you check “Other”, please explain which one.

Tip:
· It is recommended that you use the course management system that LMC uses so that you have the available support for the course, the instructor and the students.

Curriculum Committee Evaluation Criteria:

None
For a partially or completely online course, explain how regular effective student contact will be achieved:

· Title V regulations on Distance Education require that an online course outline explain how ‘regular effective student contact will be achieved’ since a Completely Online course or a Partially Online course does not offer classroom contact hours for all the hours listed for the units earned by the student.
· The Online Committee has developed a preliminary list of suggestions of ways/methods by which you can demonstrate this requirement.  In addition, to selecting some of these methods, explain in detail how the course will demonstrate that it maintains ‘regular effective student contact’.

Tips:

· Choose as many methods as you can to demonstrate regular effective contact with the students.
· Discussion Board: This is the most used method to demonstrate and maintain effective contact and dialog with the students in the course.  Describe how the discussion board will be used in the course.

· Email: It is used by most online instructors for individual or more private ‘conversations’ with the student.  It is also used by instructors to receive documents or assignments from students for evaluation and to return the document to the student.
· Virtual Chat: It is available on Blackboard, but the course outline may list other programs such as “Yahoo!”.  It is not recommended as a “requirement” for the course and for a graded activity since every student may not be available at the time of the virtual chat.

· Telephone/Voicemail: It is used by instructors for initial contact with the student; to help resolve a technical problem that the student may be facing; to offer more personal instructor-student support or “high-touch” in this world of “high-tech”.
· Face to face meetings: If the course is offered Completely Online, such meetings should not be a required component of the course. 

· File Exchanges: Blackboard has a “digital drop-box” for the student to ‘deliver’ documents to the instructor and vice-versa.

· Other: List any other methods the course may use to demonstrate effective student contact. 

· Explain in detail how the methods selected will be used in the course. Do not just ‘check’ the item, but explain in detail how the course will incorporate each method of instructor/student contact. 
· Explain the information relative to the course and NOT relative to a specific instructor. Do NOT write it in personal terms such as, “I will respond to an email….”
· Indicate clearly what the email policy of the course will be. The Online Committee has recommended that “Emails are responded to within one business day” rather than “Emails are responded to within a day” or “within a few hours” so that there is truth in advertising.
· Consult with online representative on the Curriculum Committee or with the chair of the Online Committee for suggestions and support of your proposal.
Curriculum Committee Evaluation Criteria:

· Recommendation and endorsement of the Online Committee

· Clear demonstration of how regular effective student contact will be maintained.

· Clear explanation of how many hours per week the instructor/student contact will occur. 
For a completely online GE course, how do you propose to integrate the Oral Communication (Speaking) criterion into the online course?

· One of the 5 LMC General Education Student Learning Outcomes is “Read critically and communicate effectively as a writer and speaker”.  This section of the online supplement form must be completed along with detailed explanation of how the oral communication or speaking requirement will be accomplished in a Completely Online course.  

· There are two aspects to meeting the oral communication criterion which must be met in a completely online GE course:
· Oral communication in small groups
· Whole class or large group presentations
· The GE Committee has developed a preliminary list of suggestions of ways/methods by which you can accomplish each type of oral communication in the course.  In addition, to selecting one or some of these methods, explain in detail how the course will accomplish and the student will demonstrate effective oral communication.
Tips:

· Choose as many methods as you can for the student to demonstrate effective oral communication.
· Explain in detail how the methods selected will be used in the course. Do not just ‘check’ the item, but explain in detail how the course will incorporate each method of oral communication online. 
· Explain the information relative to the course and NOT relative to a specific instructor. Do NOT write it in personal terms such as, “I will ....”
· Consult with GE representatives on the Curriculum Committee or with the chair of the GE Committee for suggestions and support of your proposal.
Curriculum Committee Evaluation Criteria:

· Recommendation and endorsement of the GE Committee

· Clear demonstration of how effective oral communication will be demonstrated by the student for both 4a and 4b on the online form.
TO WHOM SHOULD THIS FORM BE SUBMITTED?
· Submit the completed Online form along with a copy of the course outline of record (COOR) or the Experimental course outline of record (900 form) to your Dean/Senior Dean after getting the endorsement of the Online Committee and the GE Committee (for completely online GE courses).  

· Submit an ELECTRONIC COPY of the form along the course outline (COOR or 900) to the Office of Instruction.  

SUBMISSION DEADLINES:

· For a NEW online 900 course, submit the online form along with the 900 forms (Request Form and Summary Form) by the end of “Flex Week” to teach the course in the following semester.  So, to teach a course in Spring 2006, submit these forms on “College Day” in Fall 2005. 

· For an EXISTING 900 course or an existing permanent course, requesting approval to be taught online for the first time, submit the online form with the approved 900/permanent COOR by the schedule deadline.  This is usually the end of January for the Summer and Fall semester schedule; or the end of August for the Spring semester schedule.
SAMPLE COMPLETED FORMS:

History 36LS
Travel 120
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