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Application for Approval to offer Distance Education: 
Part B: Coursework unit/s details
This form is designed to assist MIs in the details of preparing to offer specific coursework units in distance mode. It is based on the principles, objectives and actions listed in Guidelines Section of the Distance Education Handbook (Section 3).  

For assistance, please contact the SCD Distance Education Officer or the SCD Distance Education Committee.

Submit this form:

· When preparing coursework units for first-time delivery in distance mode

· When you substantially modify a current distance mode coursework unit e.g. you wish to change from a paper-based to an online format or change technology, systems, learning management system or other equipment relevant to teaching and learning.

· At least one teaching period before the proposed delivery, e.g. for a coursework unit planned to be delivered in semester 1, submit the proposal before the commencement of semester 2 of the previous year.

Note: where a MI has not previously offered any units in distance mode, the MI should first prepare an Application for Approval to Offer Distance Education Part A, before completing this form.
Proposal for offering of coursework units in distance mode
Instructions: This form may be completed electronically by entering information into the form fields.  Please send a copy of the completed form to:

1. The Chair of the Distance Education Committee, and

2. The SCD Distance Education Officer

The Distance Education Committee will review the proposal and make a recommendation to the Academic Standards Committee.

In answering the questions below you may either complete the details on this form and/or provide sample course materials that provide the necessary information.

If this proposal deals with more than one coursework unit, please clearly indicate any differences between units (e.g. name of person responsible for unit delivery, technology being utilized).

Name of MI:      
Date of submission:      
Proposal prepared by:      
Signature of Academic Dean and/or Principal:      
Please attach (or provide electronic link to) the coursework information and study materials that you will provide to prospective and enrolled students, and any other documentation relevant to this proposal.

1. Unit Code/Title      
2. Date proposed first offering (e.g. semester 2, 2010)      
Design and Delivery
3. Name and qualifications of person/s responsible for unit development/design 
     
4. Name and qualifications of person/s responsible for unit delivery/oversight 
     
5. Summary of Design Process

Please provide a summary of the work undertaken by academic staff and other relevant staff to prepare the coursework unit for offering in distance mode (based on the key objectives in section 3.4 of the SCD Distance Education Handbook).  
     
6. What method/mode of delivery will be used? (e.g. online, study package)
     
7. Technology utilized in delivery:

a. Provide details of technology to be used.  (e.g. name of software in use, video-conferencing, podcasts, online discussion forum, CD/DVD)      
b. Has this technology been used previously by the MI?      
c. How was this technology chosen?      
8. Is there a compulsory face-face element of this coursework unit?      
If yes: 

a. are the details of the compulsory face to face element clearly stated in all coursework materials, including websites, promotional materials and course materials provided to prospective and enrolled students?      
b. has the site/s being used for the face-to-face component been approved by the relevant state government department?      
9. Is there an optional face-face element of this coursework unit?      
If yes:
a. provide details of how you will ensure that students unable to attend the face to face component are not disadvantaged
     
10. Maximum and/or minimum no. student enrolments for this coursework unit?

     
Learner Support

11. Describe how interaction/communication occurs between students and teacher in this unit.

     
12. Describe how interaction/communication occurs among students in this unit.

     
13. Describe how students will be able to access academic advice and support prior to enrolment and during completion of unit requirements.
     
14. Provide sample (hard copy or electronic or link to website) of information on this unit to be provided to prospective students which should include the following:

•
specific student background, knowledge, or technical skills required to undertake and successfully complete the unit, including information regarding independent learning expectations and the nature and challenges of the distance learning environment

•
technology and/or software required or recommended
15. Provide sample (hard copy or electronic or link to website) of study guide/information to be provided to enrolled students which should include the following:

•
coursework unit/program completion requirements

•
clear explanation of specific assessment requirements and expectations for student participation in learning
•
contact details of relevant academic staff, and, where relevant, guidelines on appropriate times and types of contact

•
information on availability of library and other learning resources, bookstore and online services
•
the nature of teaching/learning experiences including the expected learning outcomes for the coursework unit
•
the nature of staff-student and student-student interaction opportunities, techniques, and requirements

•
expected costs, and information on payment and refund policies

•
the student’s responsibilities in learning, especially pertaining to the nature and unacceptability of academic dishonesty including cheating, plagiarism, the fabrication or falsification of data, and the proper use of copyright material

•
the procedure for resolving any complaints and grievances

•
availability of any ongoing technical support, training in information literacy, training in technology being used for learning

•
details of how students can access advice and services e.g. referrals for student learning difficulties, tutoring, ministry counselling and placement

16. What technical support or help is available to students for the hardware, software and delivery systems required for unit or course completion?  How is this technical support provided? (e.g. Online support, helpdesk, FAQs).
     
17. How will students be informed of the learning outcomes and assessment for this unit?

     
18. How will the MI ensure that distance education students receive fair, critical and helpful assessment and feedback on their academic work in a timely manner?

     
19. What procedures are in place to ensure the security of personal information in the conduct of assessments, evaluations, and dissemination of results? (e.g. student log in, passwords).

     
20. Does the assessment for this unit require the completion of non face to face exams or tests? (e.g. online test, at-home exam)      
If yes: 

a. what procedures are in place to ensure accurate identification of students participating in the exam or test?      
21. Are there any other aspects of the coursework unit that are not covered above that you wish to include in this proposal? 
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