CENTRAL
FLORIDA ADMINISTRATIVE PROCEDURE

C COLLEGE of COLLEGE of CENTRAL FLORIDA

Title: Development of Online and Hybrid Courses

Page 1 of 2 Implementing Procedure For Policy — N/A

Date Approved/Revised:
4/23/08, 4/07/21

Division: Academic Affairs

1.

All decisions regarding the need for online courses will continue to be made within each
department.

At the beginning of each academic term, each department will determine which courses
need to be developed during that term for delivery the following term. Departments will also
determine who will develop the courses.

The faculty member will complete an application. Applications are available on the Intranet
under Forms - Faculty. The deadline for applications will be one month after the start of
each term.

The completed application, signed by the Program Manager/Department Chair and the
Dean, will be submitted to the Director for E-Learning in both hard copy and electronic
format.

The Director for E-Learning will distribute the electronic copy to the E-Learning Committee
members for their review and recommendation. If the committee recommends approval, the
dean will sign the application and send it forward to the Vice President for Academic Affairs
for final approval.

When the faculty member is notified of approval by the VP, he/she will sign up for a series of
workshops to be conducted in the Professional Development Center (PDC). During these
workshops, the faculty member, along with a development team consisting of PDC and E-
Learning staff, will actually develop the designated online course from start to finish. The
workshops will include but not be limited to the following components:

Technical training in the Canvas LMS as needed

Instructional design training

Criteria for effective online courses

Assistance with converting traditional class materials and activities into an online
format.

Utilization of learning object repositories

o Use of software designed for development of online courses.

College of Central Florida offers equal access and opportunity in employment, admissions and educational activities. The college will not discriminate on the basis of race, color,
ethnicity, religion, sex, age, marital status, national origin, genetic information, veteran status or disability status and any other factors prohibited under applicable federal, state, and
local civil rights laws and regulations in its employment practices or in the admission and treatment of students. Recognizing that sexual harassment constitutes discrimination on the
basis of sex and violates this policy statement, the college will not tolerate such conduct. The Title IX Coordinator has been designated to handle inquiries regarding nondiscrimination
policies and can be contacted at the Ocala Campus, 3001 S.W. College Road, at 352-291-4410 or Compliance@cf.edu.
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