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Course Development for Online Teaching and Learning Online Course Improvement Program





Overview
The New2Online Program is 16-month in length and provides an in-depth experience for a small cohort of NMSU faculty. This program provides assistance to faculty in moving  course content to an online format.  The cohort of participants will learn how to use Canvas as their learning management system, best practice in online course design using the Quality Matters rubric as a guide, and participate in self-selected professional development. 

Professional Development Course Learning Objectives
1. Apply instructional design theory and research, universal design, usability concepts, and analyze learning styles in the development of e-learning activities.

2. Analyze models of course design using actual courses, reference material, and the Internet.

3. Explore different approaches to online learning that adapts instruction to meet the diverse needs of students, including those with disabilities and exceptionalities.

4. Integrate multimedia, learning objects, social networking concepts in the design of course content and activities.

5. Design an e-learning unit/module based on quality online design principles using a learning management system and the Quality Matters Rubric.

Instructor and Mentor Information

Sandy Johnson is the instructor for this course.   You will find her contact information on the course home page.  

At the beginning of the program, each participant will be assigned a mentor.  The mentor is available to assist through one-on-one consultations, hands-on assistance for development of content, using multimedia tools including Canvas, or guidance in applying the Quality Matters Rubric.  The mentors will also assist participants in maintaining the pace through the program, as a contact for self-selected professional development, and for meeting goals for the program.
	OCIP Mentor Contact and Other Support or Professional Development Options

	Sandy Johnson
575-740-7619
srjohnso@nmsu.edu
	Sharon Lalla
575-646-5968
slalla@nmsu.edu
	Susan Bussmann
575-646-1650
suceppib@nmsu.edu
	 Miley Grandjean
575-646-5492
mgrandje@nmsu.edu

HYPERLINK "mailto:noni@nmsu.edu"

	Michelle Lebsock

575-646-7636

mlebsock@ad.nmsu.edu


	Extend Your Knowledge: Professional Development Opportunities

	OTL Certificate Program
Online Teaching/Learning Graduate Certificate
	 OCIP Services
Consultations or Course Reviews
1 Yr + Program
OCIP Adobe Connect Room
OCIP Resource Center
	Other NMSU Services
Teaching Academy
Instructional Innovation and Quality (IIQ)


Modes of Communication within Canvas
Announcements
Course communication will be sent through the Announcements tool in Canvas. It is suggested that you set your New Announcements in Notifications to “Right Away” to ensure that you receive announcements as soon as they are posted.  (Go to the Canvas course and choose Profile>Notifications, find for new announcements and set to Right Away.)
Email
There is one global email box in Canvas and this email space is called Conversations. Email in Canvas is displayed in a similar format as Facebook.

Conversations will be the major form of communication in this program. Once you log into Canvas, select Inbox located at the top of your Canvas window to view the email area.  Use the Canvas system for all correspondence for this course.
Note: Canvas conversations are not the same as your NMSU email.
Materials

All materials required will either be provided for you within the course on Canvas or are open educational resources provided at workshops and presentations.  There are no required materials for this course.

Online Learning Environment

The New2Online Course can be accessed by logging into Canvas learning environment at NMSU at https://nmsu.instructure.com/.
Tech Help and Prerequisites 

This program will assist you in learning how to navigate and use Canvas.  For learning on your own:
· Click on HELP link in upper right hand corner of Canvas course room.

· Check out Canvas Help Guides,

· Visit 

HYPERLINK "http://learning.nmsu.edu/canvas/"http://learning.nmsu.edu/canvas/ to find help, tips, and videos

· If you have other questions or need more help, contact your mentor or:
Instructional Innovation & Quality
New Mexico State University
Box 30001 MSC 3TA
Las Cruces, New Mexico 88003-8001
Telephone: (575) 646-5125
E-mail: learning@nmsu.edu

These skills are helpful but not required.

· Create and save MS Word documents; see MS Word tutorials
· Create and save MS PowerPoint documents; see PPT for PC or PPT for Mac tutorials

· Communicate via Skype; see Skype help)

Other Helpful Resources
· Find basic resources on Internet; see Internet Tutorials
· Research skills; see NMSU Library and Research Help for Students
· Study Skills and General Learning Skills; see Student Success Center
Course Prerequisites
Participants must be full-time or part-time faculty/instructors from NMSU Las Cruces main campus. Applicants must meet the following requirements:
· New to online course development and online teaching

· Plan on teaching newly developed course within 18 months 

· Approval from your department head

Grading & Assignments

The New2Online Program consists of opportunities and assistance to move face to face content to an online format.  Specific grading of each expectation is shown in the curriculum guide along with a time requirement for each component of the program.  You will need an 85% completion and average to be considered for payment of the stipend and to receive the Teaching Academy professional development hours.  
See course curriculum guide for list of activities with point value.  All assignments must be complete within the 16 month window of the New2Online Program.  
Grading Scale
All participants must gain 85 points or more (85% average) to be considered “complete” with this program.

Netiquette and other Discussion Expectations
First, what you can expect from the Online Course Improvement mentors:
· We will take all your questions, comments, and concerns seriously.

· We will respond promptly to requests for help (see contact information, above)

· We encourage each of you to be both teacher and learner in this course. To that end, we like to encourage interactions among participants and do not wish to be "sages on the stage."  We will not respond to every post of every required discussion.

· We will communicate with you about your assignments within 10 days of you turning them in. If we are unable to do so, we will let you know when you can expect to receive feedback.

What we expect from ourselves and you:   
A definition (from Wikipedia):  "Netiquette (neologism, a morphological blend formed from "Internet etiquette") is a catch-all term for the conventions of politeness and respect recognized on Usenet, in mailing lists, in live chat systems, and on other electronic forums such as Internet message boards. These conventions address the relationship between personal behavior and group phenomena, (emphasis added) and outline a dynamic set of guidelines for conduct that is conducive to pleasant, efficient and agreeable interaction." To that end, please follow these netiquette guidelines:
Politeness
· Don't flame (personally attack) someone. It is possible to disagree with an idea without flaming the person espousing the idea.

· Use emoticons and acronyms to convey your emotional intent in order to avoid misunderstandings or to simply type more quickly (especially helpful in live chats!). For example:

· To indicate that you're smiling, use :) - a colon with right parenthesis

· To indicate you're winking / or making a joke or kidding, use ;) - a semicolon with right parenthesis or JK (Just Kidding)

· To signify you found something funny or amusing, use LOL (Laughing Out Loud).

· See these links for other interesting emoticons and acronyms
Communication 
· Listen actively
· Think critically. Critical thinking, grounded in intellectual integrity, is expected. In other words, seek clarity of meaning and understanding. For example:

· Question ideas, not people.

· Attempt to see things from other perspectives

· Use supporting relevant information

· Attempt to recognize and assess implications of your ideas

·  Think creatively. Creative thinking is encouraged.

· Brainstorm possibilities

· Consider how to make the impossible possible (dream)

·  Communicate assertively. A person communicates assertively by not being afraid to speak his or her mind or trying to influence others, but doing so in a way that respects the personal boundaries of others (from Wikipedia entry on assertiveness).

Disclosure
By participating in this program, you understand that:
· Online Course Improvement Program will be collecting course review and evaluation data. This data will be collected to improve OCIP and to satisfy requirements of OCIP funding agencies. This data will be kept anonymous.

· You retain the copyright on the online courses that you create. You grant OCIP non-exclusive rights to use or display your online course for the benefit of other NMSU faculty and the OCIP program.  

***Disclaimer: This program will not teach basic computer skills.  For help with basic computer skills (such as typing or saving documents) contact Doña Ana Community College’s Customized Training. 
New2Online Course Curriculum Guide

The curriculum guide describes each activity, the expected hours to be spent on each activity, and the points possible for that activity.  Participants will documentation each activity within the online professional development course on Canvas at https://nmsu.instructure.com/.
	Course Goals

Participants will apply instructional design theory and research, universal design, usability concepts, and analyze learning styles in the development of e-learning activities.

1. Analyze models of course design using actual courses, reference material, and the Internet.

2. Explore different approaches to online learning that adapts instruction to meet the diverse needs of students, including those with disabilities and exceptionalities.

3. Integrate multimedia, learning objects, and social networking concepts in the design of course content and activities.

4. Design an e-learning unit/module based on quality online design principles using a learning management system and the Quality Matters Rubric.

	Module Topic
	Learning Goals
	Activity or Assignment
	Assignment and Points

	Module 1:  Getting Started

	Getting Started
	1. Explore the expectations of the New2Online Program.

2. Join and assist in building an online learning community.

3. Demonstrating commitment to the New2Online Program.


	Prepare for the New2Online Program
· Reviewing the syllabus

· Obtaining a development shell

· Meet fellow participants

· Meet your mentor
	1.1 Syllabus Scavenger Hunt (10 pts)
1.2 DB Meet Your Peers (5 pts)
1.3 Contract Agreement (5 pts)
1.4 N2O Participant Survey (5 pts)
1.5 Meet your Mentor (2 pts)

	Module 2:  New2Online Course Expectations

	Professional Development Program Expectations
	1. Identify 5 specific expectations of the New2Online Program.

2. Describe the expectations of the N2O program.

3. Establish a course development shell.
	Review program expectations.
	2.1 N2O Course Expectations (10 pts)
2.2 Development Course Shell (5 pts)

	Module 3:  Professional Learning Communities/Quality Matters 

	Joining Professional Learning Communities
 
	Participants will:

1. Utilize the Quality Matters website as a source for professional development for online teaching and learning.

2. Evaluate one section of an online course using the QM rubric as your guide.
	Join a minimum of two professional learning communities. 

·  Required:   Quality Matters  (https://www.qualitymatters.org/)
·  One other professional learning community of your choice.
	3.1 Request QM Account (10 pts)

(CG4)

3.2 Finding QM Workshops (10 pts) (CG4)

3.3 Applying the QM1 Standard (20 pts) (CG2, 3,4)

3.4 Meet your Mentor (2 pts)

	Module 4: Course Mapping

	Mapping your Development 

Course Goals

 1-4
	Participants will:

1. Differentiate between course learning objectives and module objectives.

2. Write measurable objectives for your development course.

3. Create a course map that contains 6 weeks of content (activities, assignments, and assessments).
	Develop your course map with a minimum of 6 weeks of content.

 
	4.1 Course Mapping (20 pts) (CG 1-4)

4.2 DB Course Mapping (10 pts) 

(CG 1-4)

4.3 Meet Your Mentor (2 pts)

	Module 5:   Self-Selected  Professional Development 

	Professional Development:  Workshops and Presentations
Course Goals

 1-4
	Participants will:

1. Attend professional development workshops concerning Canvas.

2. Reflection on and share 3 specific tools found on Canvas.


	· Introduction to Canvas Presentation (2 hours)

· 2-4 Workshops of your choice on Using Canvas (Not Canvas Open Labs) (minimum of 6 hours)

· 2-4 Workshops of your choice concerning online teaching and learning (minimum of 7 hours)

	5.1 Introduction to Canvas Workshop 

(10 pts) (CG 1-4)
5.2 Workshops on Canvas (10 pts)  

(CG 1-4)

5.3  Workshops of your Choice (10 pts) (CG 1-4)

5.4 Meet Your Mentor (2 pts)

	Module 6:  Development Course on Canvas 

	New Content on Canvas
Course Goals

 1-4
	Participants will:

1. Practice with the available tools within your learning management system by accessing your development shell and using the help button and/or your mentor or Canvas Specialist.

2. Design content to your development course following the Quality Matters standards and suggestions from your Essential Elements book considering course organization, navigation, and accessible content.

3. Properly alignment course information and learning activities using the Quality Matters Rubric and Essential Elements as your reference.


	Course Components Including:
· Syllabus that includes suggested content for online instruction to be provided by OCIP 

· Curriculum Outline of Study (Pacing Guide) for a one semester course
· Home Page development within Canvas
 Learning Module 1/Unit:  Getting Started
· Home Page development within Canvas
· Welcome Letter
· Syllabus

· Course Navigation Instructions
· Pace or Course Guide (minimum of Getting Started and First Unit of Study)
· Instructor Information
· Introductory Discussion
Learning Module 2/Unit:  Lesson Material
· One unit of study (4 - 6 weeks of content) that includes activities, assignments, discussion board, and assessment for one unit of study
· At least one video

· Transcripts to meet accessibility requirements where needed
· 5-10 Resources needed for this module (weblinks for content, videos, podcasts, etc)
	6.1 Course Menu and Home Page (2 pts)

(CG 1-4)

6.2 Getting Started and Learning Modules (2 pts) (CG 1-4)

6.3 Adding a Rubric (2 pts) (CG 1-4)

6.4 Quiz Tool  (CG 1-4)

6.5  Adding a Video (2 pts) (CG 1-4)

6.6 Meet Your Mentor (2 pts)

 (CG 1-4)



	Meet with Mentor or Canvas Open Lab  

	Mentor and Hands-On Assistance through Canvas and Open Labs 
	Participants will:
1.  Complete activities according to established due dates.

2.  Document completion of activities.

3.  Meet with mentor regularly.


	· Dates and times for labs and meeting dates are flexible.  For OCIP Open Lab dates, see calendar at OCIP.nmsu.edu.
· Choose from open labs noted on the Academic Learning Technology website or by making an appointment with your mentor.
	

	Give Back Expectations 

	Give-Back Expectations
	Participants will:

1.   Contribute to the NMSU online teaching and learning community
	Contribute to the NMSU online teaching and learning community by “giving back” a minimum of one hour.  This can be in the form of mentoring a peer, presenting a workshop, or other activity as approved by your mentor.
	Give Back to NMSU Community



	
	Total Points Possible 150


Resources available at OCIP Resource Wiki  (https://ocipresources.pbworks.com).
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