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  Course Development Timeline For
[Course]
Faculty: [name(s)]    GA: [name(s)]
ODL Project Manager: [name]
	TASK
	DATE DUE
	UNIT(S) RESPONSIBLE
	PERSON(S)
RESPONSIBILE
	COMPLETED

	1. Assign GA to course
	
	Dept
	Instructor
	√

	2. Identify Canvas training needs of GA
	
	Dept
ODL
	GA /ODL Tech Support
	   

	3.  Finalize training schedule for  GA
	
	Dept 

ODL
	GA /ODL Tech Support
	

	4. Canvas Training for GA
	
	ODL
GA
	GA /ODL Tech Support
	

	5.  Determine course objectives
	
	ODL
Dept
	Instructor/GA/ODL PM

	

	6. Review existing course materials (e.g., media, text) and choose what to include in course
	
	Dept
	Instructor/GA
	

	7. Create new media (if required)
	
	Dept
	GA
	

	8.  Develop syllabus (incl. policies such as attendance)
	
	Dept
	Instructor/GA
	

	9. Complete and submit Form 2
	
	Dept
ODL
	Instructor/ODL PM
	

	10.  Develop student assessments 
	
	Dept
ODL
	Instructor/GA/ODL PM
	

	11.  Develop grading structure and rubrics (esp. for discussion boards)
	
	Dept
ODL
	Instructor/GA/ODL PM
	

	12. Develop Course Site:
  Course calendar, folder structure, etc.
	
	Dept
	Dept course builder (GA) with help as needed from ODL 
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