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Suggested Online Course Development Checklist – Compressed Four Month Schedule
Below is a suggested checklist of tasks and milestones for the development of online courses.  

For assistance with using this checklist or completing items, contact CIAT Instructional Designers Audrey Cutler (410-704-5082 or acutler@towson.edu) or La Tonya Dyer (4-4723 or ldyer@towson.edu).
	Part 1 - Four months prior to course launch.                                  Date Due:____/____/_______
	Date Completed

	Review all of the steps below and set dates for each part of your course development (and, if appropriate, receivables) with your Department Chair or Program Director.
	

	Ensure you have regular access to the internet and e-mail.
	

	Learn Blackboard tools (posting announcements and documents, managing the discussion board, retrieving submitted assignments, providing feedback and using the grade center). 
For workshops, look for titles that begin with “Blackboard”, under: http://fusion.towson.edu/www/ciat/workshops.

For self-help documentation, see www.towson.edu/blackboard or 

For one-on-one help, contact blackboard@towson.edu.
	

	Review Quality ReviewTM Criteria for quality online courses (Annotated version) 
at http://tiny.cc/qm.  For the 2008-2010 version of the rubric, contact Audrey Cutler 
(x4-5082 or acutler@towson.edu). 
	

	Review Towson’s online instructional materials: www.towson.edu/blackboard/ISD.
	

	Schedule an appointment with a CIAT instructional Designer to help with the following items, contact Audrey Cutler 
(x4-5082 or acutler@towson.edu) or La Tonya Dyer (x4-4723 or ldyer@towson.edu).

	Meet with CIAT Instructional Designer to discuss overall course design and request access to existing online or hybrid courses.
	

	Investigate methods for delivering instructional content.  Reserve the Digital Media Classroom to record instruction in Cook at www.towson.edu/dmc.

For assistance in recording audio or video instruction on your own, contact La Tonya Dyer (x4-4723 or ldyer@towson.edu)  or Audrey Cutler (x4-5082 or acutler@towson.edu).
	

	If possible, schedule and attend any online course or workshop to gain first-hand experience in this teaching mode.  

To register for a Towson online workshop, look “Preparing Your course for Online Delivery”, under: http://fusion.towson.edu/www/ciat/workshops.

A limited number of faculty can take online workshops through Sloan-C: http://sloanconsortium.org/workshops.  To see if seats are available, contact Audrey Cutler (x4-5082 or acutler@towson.edu).
	

	Gather and draft your materials in the following steps.

	Identify existing and needed course content, and materials (e.g. course outline, description, goals, objectives, text book(s) and reading(s), instructional materials, activities handouts, online references, and assessments).  

Focus development time on instructional materials for concepts and skills that have been difficult for students to master in a traditional setting.
	

	Identify existing materials to be converted to digital format (i.e. VHS video) or that must be made accessible to students at a distance (i.e. specialized software that students usually access on campus) & request the transfer. For assistance, contact Ron Santana (x4-6036 and rsantana@towson.edu ).
	

	Begin to update syllabus and schedule for online format (e.g. add specifics about how and when to pass in assignments, add online communication policies).
	

	If you have assignments that require the use of information sources beyond the required course readings, contact your Library Liaison for ideas about how s/he can help you introduce research techniques to your students in an online setting: http://cooklibrary.towson.edu/liaisons.cfm.
	

	Once you have identified class readings, video and other media, work with library staff early to create e-reserves and to ensure proper copyright permission for all non-original content.  (E-reserves can be used for both library-owned online articles and books AND for PDFs of chapters and other materials that you may normal put on reserve in the library.  Part of the process involved securing copyright permission for your sources.)

To request e-reserves and for more information, see http://cooklibrary.towson.edu/eres/fac/reservesInfo.cfm
Send all copyright questions (including those about using video and film in your online class) to librarian Rick Davis (x4-2686 and rkdavis@towson.edu).  
	

	Initiate the creation of any needed multimedia content.  For assistance, contact CIAT’s Multimedia Manager Ron Santana (x4-6036 and rsantana@towson.edu).
	


	Part 2 - Three months prior to course launch.                                  Date Due:____/____/_______
	Date Completed

	Develop a full syllabus with outcomes, assignments, assessments and schedule. Incorporate the quality review criteria throughout the course.
	

	Develop (at least) one unit or module of instruction and load into Blackboard. 
It’s helpful to plan and refine the structure of your first instructional unit and then to use that unit as a template for the rest.
	

	If recording some instructional content, initiate recordings.
	

	CHECKPOINT #1:  Optional departmental/peer and instructional designer review of unit 1.  For instructional design assistance, contact Audrey Cutler (x4-5082 or acutler@towson.edu) or La Tonya Dyer (x4-4723 or ldyer@towson.edu).
	

	Revise initial content.
	

	Part 3 - Two months prior to course launch.                                     Date Due:____/____/_______
	Date Completed

	Develop remaining content in a consistent manner and load content into Blackboard.
	

	Update syllabus and schedule to include detailed explanations of your course and module expectations (it’s a must to get feedback on these student instructions).
	

	Part 4 - One month prior to course launch.                                       Date Due:____/____/_______
	Date Completed

	Create video or text introduction to the course design and physical layout.
	

	CHECKPOINT #2:  Final departmental peer review and CIAT review.
	

	Part 5 – Two weeks prior to course launch.                                       Date Due:____/____/_______
	Date Completed

	Final content revision.
	

	Send introductory letter/e-mail to students.
	

	Offer instruction
	

	Ask for student feedback during the course (e.g. mid-semester evaluation survey and discussion area for course content and logistical clarification).
	

	After Course
	

	Revise content.
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