New Course Completion Form
	Course Number:

	Course Title:

	Department:

	Course Developer(s):

	Semester Intended for Initial Offer:

	To be completed by Course Developer

	☐Yes   ☐ No  ☐ N/A
	Have you submitted a generic syllabus to the Online Coordinator to be put on the website?

	☐Yes   ☐ No  ☐ N/A
	Have you completed the course development including all the multimedia components and assessment instruments?

	
I have followed the course development procedure and completed my course development. I verify that the course development is complete and the course is ready to be offered through the Virtual College, and thereby I request payment by the Virtual College as per the course development contract.

___________________________________________                                           _____________________
                         Course Developer                                                                                                   Date

	To be completed by Department Chair

	☐Yes   ☐ No  ☐ N/A
	Are instructional materials appropriate to the course?

	☐Yes   ☐ No  ☐ N/A
	Does this course use the same textbook or an equivalent one as other sections on the same course?

	☐Yes   ☐ No  ☐ N/A
	Does this course assess learning objectives or expected learning competencies equivalent to other sections of the same course?

	
I verify that the course development is complete and the course content is appropriate. Therefore, the course is ready to be offered through the Virtual College.

___________________________________________                                           _____________________
                         Department Chair                                                                                                  Date

	To be completed by the Online Committee Review members



	Course content is aligned with curriculum standards
	
___ Course Objectives
___ Course assignments
___ Course assessments

	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A 
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A

	
Course contains a student orientation
	
___ Explains:  How to get started
___ How to use the LMS
___ Technical equipment requirements
___ Technology competency requirements
___ Browser recommendations
___ Format for assignment
___ Requirements for email (chat room)
___ Instructor response time
___ Drop deadlines
___ Trouble shooting advice (help desk)
	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A


	Staff information
	___ Instructor name
___ E-mail address
___Telephone & fax numbers
___ Other college contacts
	☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐  N/A


	
Course syllabus and supporting documents
	
___ Course number
___ Course title
___ Course description
___ Course credit hours
___ Course prerequisites
___ Course objectives
___ Course assignments
___ Course test schedule
___ Required course materials
___ Testing information
___ Reference resource
___ Ethics

	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐  Yes☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A

	
Course document with a variety of learning media
	
___ Power point presentations
___ Short lectures (audio or video)
___ Links to resources on websites
___ New Technology
	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐  N/A


	
Course assignments designed to be interactive
	
Requires student to interact with:
___ Their instructor via e-mail, chat room and/or discussion board
___ Each other. Same as above

	

☐ Yes ☐ No ☐ Needs More Info ☐ N/A

☐ Yes ☐ No ☐ Needs More Info ☐ N/A


	
Course is designed to address a variety of learning styles
	
___ Reading activities
___ Written assignments
___ Discussions
___ Simulations
___ Case studies
___ Other options
	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐  Needs More Info☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A


	
Course assignments
	
Students are challenged to complete:
___ Solve problems
___ Apply concepts in context
___ Complete practical applications

	

☐ Yes ☐ No ☐ Needs More Info  ☐ N/A
☐ Yes ☐ No ☐  Needs More Info ☐ N/A
☐ Yes ☐  No ☐ Needs More Info ☐ N/A

	
The course structure includes adequate and appropriate methods to measure student mastery of course competencies
	
Assessments include a variety of the following:
___ Online or proctored test
___ Standardized test
___ Prospects
___ Demonstrations
___ Presentations
___ Case studies
	

☐ Yes ☐ No ☐ Needs More Info  ☐ N/A
☐ Yes ☐ No ☐ Needs More Info  ☐ N/A
☐ Yes ☐ No ☐  Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info  ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A


	
The instructor interacts routinely with students
	
Initiates contact on the:
___ First day of class
___ Daily
___ Three times per week

	

☐ Yes ☐ No ☐ Needs More Info ☐  N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A

	
Instructor monitors student activity adequately
	
___ Contacts students who are having 
        difficulties
___ Checks course statistics for frequency 
        of student login

	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A

☐ Yes ☐ No ☐ Needs More Info ☐ N/A


	
The instructor provides adequate accessibility and support to students

	
___ Responds to student e-mails promptly
___ Provides timely responses to 
        assignment and test
	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A

	
Online students are provided with support services and information on institutional processes

	
___ Students have access to reasonable 
        and adequate support services
___ Financial aid processes and timelines
___ Cost and payment policies and 
        timelines
___ Registration processes
	
☐ Yes ☐ No ☐ Needs More Info ☐ N/A

☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A
☐ Yes ☐ No ☐ Needs More Info ☐ N/A




	
The Online Review members verify that the course has been completed by the Course Developer as per the request by the course development contract.

____________________________________________________                         ___________________
         Online Committee Member                                                                                                    Date

____________________________________________________                         ___________________
         Online Committee Member                                                                                                    Date


☐ Yes ☐ No                    This course has been presented to the online committee for approval           


___________________________________________________                         ___________________
         Dean of Instruction                                                                                                         Date



	
[bookmark: _GoBack]After approval, please submit form to Liz for instructor payment 




