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Faculty member submits course development proposal, agrees 
to all requirements and secures signatures.  See attached New 
Online Course Development Proposal form.

Signed by Chair 
and Dean.  

Proposal submitted to Dr. Richard Carter for review/approval. 
Note: Priority will be given to proposals which address 
curricular areas identified as highest need in Proposal Form.

Approved by Dr. 
Ken Hawkinson.

If approved, faculty meets with Dr. Carter, CAIT, and CITR to 
review course and expectations. (If not approved, notification 
sent to faculty, chair and dean).

CAIT submit 
quote to Dr. 
Carter.

Once quote agreed upon, faculty notified and participates in 
required 6 week Best Practices Training cohort through CITR. 
See attached agenda. (Note: faculty could proficiency out).

Certificate of 
completion 
awarded.

Faculty will meet with CAIT instructional design expert to 
analyze the course and create design documentation/timeline. 
See attached design process.

Course set-up and designed by faculty/CAIT. At completion of 
course faculty will meet with CAIT/CITR to review course and 
complete requirements checklist. See attached checklist.

Checklist signed 
off by CITR/CAIT. 

Upon checklist sign off, documentation sent to Dr. Carter to 
process faculty payment ($5000). 

Faculty payment 
processed. 

Faculty support and follow-up training is provided. Faculty 
evaluation of development process conducted. 

CITR 

Provide Use of Tools 
instructor training and 
provide ongoing 
support as needed. 

CAIT 

Provide ongoing 
course support 
(design aspects) as 
needed. 

Course offered. 


