Appendix A


Middlesex Community College

ONLINE COURSE PROPOSAL FORM

Part I – Course Information
Course Information

formcheckbox 
  All system guidelines regarding Common Course Numbering have been followed in the development of this new online course proposal.  Guidelines can be found by visiting the website: www.commnet.edu. Select “Academic Information,” then click on the “Common Course Number System” link.

Course Number       
Credit Hours

Prerequisites      
Course Title       
Course Description as it will appear in the college catalog, course outline, and course syllabus.  Be sure to include course number, title, credit hours, description, and prerequisites.

     
Division      

Program        

Effective Term      
Target Students

      
Will the creation of this course in online delivery format have a significant impact on existing courses?  If so, how?
     
Justification for New Online Course, Change to Existing Online Course, or a Hybrid Course*
     
Additional Online Course Information 
Has it been offered as an on-ground Course?             If so, enrollment was      
How frequently will the course be offered       per       (semester or year)                   

Projected enrollment       per       (semester or year)

What are the transfer possibilities of this course?     

     
Part II - Course Design and Teaching

What are teaching methods that you will be using for this online course? 
     
What evaluation methods that you will be using to assess student learning?
     
What technology tools you will be using in this online course (e.g. e-mail, discussions, announcements, calendar, learning modules, assignments, online exams, etc.)? 

     
Are there any course materials to be used in this online course that are copyright protected?  If Yes, have you received permission to use these materials in this online course?
     
What are your experiences in teaching an online course or a technology-enhanced on-ground course? 

     
If you have taught an online/hybrid course at MxCC, skip this question. Have you successfully completed iTeach courses offered by Connecticut community college system?  If not, list the experiences relating to online teaching.
     
*Starting from Fall 2010, all new online professors MUST successfully have completed the iTeach course or have equivalent competency in online teaching prior to teaching an online course at MxCC.  
What technology training that relates to teaching an online course or technology enhanced course have you attended? 

     
Check the following tasks that you can commit to before and during the semester when the online class is offered.
 FORMCHECKBOX 
 I am available to meet with Distance Learning staff about developing the proposed online course no later than five months prior to the semester
 FORMCHECKBOX 
 I am able to commit my time to complete all class files (e.g. syllabus, notes, exam questions, evaluation rubrics, etc.) no later than three months prior to the semester. 

 FORMCHECKBOX 
 I am available to receive training in teaching an online class no later than two weeks prior to the semester. 

 FORMCHECKBOX 
 I am available to respond to my student questions within 48 hours on working days during the registration and the semester.
 FORMCHECKBOX 
 I am available to meet students face-to-face for questions per request during the semester.
 FORMCHECKBOX 
 I am available to meet with Distance Learning staff for face-to-face training per request during the semester.
 FORMCHECKBOX 
 I agree to work with Distance Learning department to develop the course template that will be used by another instructor should I am not assigned to teach the course.
Instructor Information

Name      
Job Title      
Department      
Address      
Email        
This email address will be listed as the primary contact at the college Distance Learning web site. 
Phone       
Can you be reached via email on daily basis on working days?      

Please attach a course syllabus with this proposal. 
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