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Northeast Alabama Community College

Application to Employ Distance Education Technology

In an Instructional Program
Routing
	Instructor
	Submits application to Division Chair

	Division Director
	Reviews to ensure integrity of course and procedural compliance with Distance Education Policy

	Curriculum Committee
	Reviews to affirm integrity of course and procedural compliance with Distance Education Policy

	Dean of Instruction
	Grants final approval, responsible for inclusion in schedule with consideration of scheduling needs    


Instructions
Please complete this form, save it as a Word document, and submit the document via e-mail to your division chair or director.
Course Information

	Course Prefix & Number: 
	Proposed Start Date:

	Course Title:
	Credit Hours:

	Textbook (if different from the traditional course): 

	Will a course cartridge be used?  To mark your answer, double click on the shaded box to open Check Box Form Field Options. Select “checked” under Default value, and click OK.

 FORMCHECKBOX 
 YES          FORMCHECKBOX 
  NO


Proposed Course Format
Indicate the proposed method of distance education technology for this course. 
	 FORMCHECKBOX 

	Internet

	 FORMCHECKBOX 

	Hybrid (combination of online and traditional)

	 FORMCHECKBOX 

	Video

	 FORMCHECKBOX 

	Teleconference

	 FORMCHECKBOX 

	Other (please explain) _________________________________________________


Course Quality

Indicate how the instructor will accommodate any components of the syllabus that may be problematic for distance education (e.g. labs, oral presentations, projects).
Course/Exam Integrity
Explain how exams and work assignments will be monitored to ensure the integrity of student work (e.g. time limits, subject material unavailable during major exams, on-campus exam[s]).
Communication
Explain how the instructor will ensure communication between:

· instructor – student

· student – student

Library/Learning Resources

List any adaptations that will be necessary in order to ensure that distance education students have access to appropriate library/learning resources.
Financial Requirements
Identify any special financial requirements for the college to provide this course.
Evaluation

· List the methods that may be used so that students are able to demonstrate achievement of student learning course outcomes.  
· List any accommodations that will be made in order to evaluate the general education outcomes.  (For academic courses only)
Instructor Orientation

Explain how the instructor will receive orientation and training from an appropriate supervisor or from the Office of Educational Technology Support.
	Submitted by
	
	Date
	

	
	Instructor*
	
	

	Endorsed by
	
	Date
	

	
	Division chair*

	
	

	Cleared by
	
	Date
	

	
	Curriculum Committee Chair*
	
	

	Approved by
	
	Date
	

	
	Dean of Instruction*
	
	

	*Signature required


Curriculum Committee.
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