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PROCEDURAL GUIDELINES: DEVELOPING ONLINE INDEPENDENT STUDY
Please return this form to the Office of Extended Studies, Campus Box 21
Your signature below confirms your intention to format the course(s) you list below for delivery as online Independent Study. (Concurrent print-based version is optional.) You must currently be approved to teach these same courses on campus.

Prefix Number Title








Credits

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

Before you begin preparing your course(s) for Independent Study, please be sure that your school director supports your plans, since he or she (or his/her designee) is typically the first administrator who must review and approve when the Office of Extended Studies seeks official approval to offer the online Independent Study course(s) you have developed.

Since online Independent Study courses are built on the Blackboard™ platform, you must have completed a free Blackboard( training workshop – Blackboard Basics – offered on campus by the Center for the Enhancement of Teaching and Learning (CETL). Please go to www.unco.edu/CETL to see their training calendar and register. When you have completed the training, advise the Independent Study coordinator who will assign a section number and send the Blackboard administrator a request to create the course shell for your Independent Study course section(s).


___ Blackboard(  Basics training completed

___ Will take Blackboard(  Basics on ________________

Please plan to develop the Independent Study course(s), with the assistance of the CETL’s instructional designers and the Office of Extended Studies’ Independent Study coordinator so that they are ready for review and approval by the appropriate academic school, college and university reviewers within six months or less after you attend the Blackboard Basics workshop. 
Once your completed independent study course(s) have been approved, the Office of Extended Studies (OES) will advertise your course(s) to appropriate professional, academic, and other audiences through its website, its published schedule of classes, and the Colorado Consortium for Independent Study’s website and catalog. The OES will manage the registration and recording processes for your Independent Study course(s) and students. 

We hope that you will offer the course(s) in the Independent Study format through the OES for at least three years from the semester in which they are approved.  In compliance with CCHE directives, Independent Study courses must be reviewed and reapproved every three years. The OES will also manage that process and alert you when it is time for the review.
After your course(s) begin to draw enrollments, you will be paid three times per year by the OES, based upon the number of students who enrolled during each pay period and who did not withdraw within 40 days without submitting any work for grading (those students receive a tuition refund). Currently, compensation is figured at $60 per student credit hour. For example, for each enrollment in a 3 credit hour course, you would be paid $180.

________________________________________________________________


__________________

Instructor’s signature








Date

__________________________________________________________________________________________________

Instructor’s printed name 




Department

________________________________________________________________


__________________

Independent Study coordinator’s signature






Date
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