LTU Online – Instructor Course Development


Dear professor name,

Thank you for your interest and support in working with LTU Online as the Course Developer and Subject Matter Expert (SME) for course name.  This course is scheduled to be developed during semester yyyy semester and first offered online during semester yyyy semester.  The purpose of this memo is to share with you the planning process for development of LTU Online courses. A formal contract for your work with LTU Online is being forwarded to you separately.
Diane Cairns will work with you developing the online course.  The process for developing the selected course material to be delivered 100% online in compliance with the LTU Online guidelines will include several working sessions, acquisition of course material, design of learning objects, and development of the course.
The LTU Online instructional design model will be applied to the development of the course.  The purpose of this process is to use our time wisely to produce an effective and efficient learning and delivery experience for the student.  From start to finish the project will take approximately six weeks.  Time between meetings will include completing development work. 

The course development process for each course includes three phases: Analysis, Design, and Development.
1. Analysis – In the planning phase an understanding of the course requirements and acquisition of the course materials is completed.  The method for acquiring this information includes an interview with the faculty SME conducted by the LTU Online course developer. All materials currently used in the course will be reviewed during this session.
The information is reviewed and a plan is developed to move the course into an online format following the established LTU Online requirements.

2. Design – In the design phase the course material and facilitating structure will be designed.  Instructional components related to the various elements of the course will be sequenced, using the agreed upon design framework.  The course will be designed following the established LTU Online requirements.

3. Development – In the development phase the course will be implemented into the LTU Online Blackboard course shell.
4. Implement – The course material will be implemented as the material is developed and will be 100% complete three week prior to the start of the semester in which the course will be offered.

5. Evaluation – In the evaluation phase the course will be reviewed after it has been taught for the first time and updated as needed to reflect the suggestions made by teaching faculty, students, and LTU Online staff.

To start the planning process, an initial meeting will be scheduled to complete a needs assessment of the course and establish an agreed upon timeline to for development of the course.  To assist us in having an effective initial meeting, please provide electronic copies of the listed course material at least one week before our scheduled meeting time:
· Current course syllabus

· Assignment documentation

· Assessment material: exams, quizzes, etc.

· Any material provided to the students

· Any material students are expected to purchase
· Material used to support delivery the course: PowerPoint slides, forms, articles, web site URLs, software, etc.

· Evaluation rubric(s)
· Lecture notes

· Other course-relevant material

Please confirm your availability for our first meeting by enter date.  The meeting will be scheduled for approximately 1.5 hours.  
Thank you for your interest in LTU Online. I look forward to working with you.

Regards,
Diane Cairns
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