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MEMORANDUM OF UNDERSTANDING BETWEEN 
INTERNATIONAL AND EXTENDED STUDIES AND SPARTANS ONLINE 
AND [FACULTY MEMBER]

This MEMORANDUM OF UNDERSTANDING is hereby made and entered into by and between the [FACULTY MEMBER], hereinafter referred to as INITIALS and College International and Extended Studies and Spartans Online on behalf of San José State University, hereinafter referred to as CIES.  
A. PURPOSE:
The purpose of this MOU is to establish a framework of cooperation between INITIALS and CIES to design and develop a high quality online course for the students at San José State University as part of the Online Course Development Initiative.   
B. CIES SHALL:
Provide support with all activities related to the Online Course Development Initiative by means of an experienced Instructional Designer.  The Instructional Designer will assist with all activities related to the design of the course from the beginning development stage to the implementation of the course with students. 
C. FACULTY SHALL:
Develop the course, <<enter course name>>, to be taught during <<enter term and year>>.  
Actively participate and complete all design and development activities that occur throughout the five phases of this initiative as described below:









	
	Date (Wk. of)
	Goals
	Activities
	Outcomes

	Phase 1
	
	Introduce and understand Basic Canvas functions
Introduce and understand ID process


Meet with Instructional Designer
	Personal skill level assessment based upon reviewing Canvas Help course and help materials
Discussion on the importance of building an online community 
Provide a general overview of the steps of the process
Participants highlight syllabus information
	1) Successful completion of the Canvas Help course 
2) Update profile on Canvas (photo, biography, contact methods, notifications, links)
3) Post an introduction in Discussions (practice course or real course)
4) Participants re-develop clear goals and objectives and enter into Canvas Outcomes

	
	
	Determine the instructional tools that will be included in the course

Meet with Instructional Designer and/or attend workshops
	Provide resources that display the different tools possible for use
Include examples from real courses by faculty (publicly available courses)
	1) Hands on exploration of all Canvas features
2) Attend Canvas workshop(s)
2) Complete T-Chart Template

	
	
	Select and develop assessments that measure the learning goals and objectives set forth. 



RUBRIC: CATEGORY 4
	Review resources regarding the following: quizzes, rubrics, assignments, grade book
Formative and summative feedback 

	1) Have a clear course grading policy posted
2) Course assessments (rubrics, quizzes, etc…) are developed in Canvas* 
3) Assessments aligned with objectives
4) Students course expectations are clear
* Must include one rubric

	
	
	Checkpoint #1 – Review with instructional designer
	Brief review of proposed course
	1) Get feedback from ID
2) Complete progress report #1

	Phase 2
	
	Provide adequate learner support and resources



RUBRIC: CATEGORY 1
	Tutorials on creating content
Review available external tools using Learning Tool Interoperability integrations
Information regarding copyright policies (library references)
	1) Clearly state instructor contact information
2) Develop a process for student contact and feedback if they are having difficulty
3) Include links to resources related to technical questions, campus resources, content questions, and content materials

	
	
	Develop a course that is organized and easy to navigate
Design a course that is accessible to all students
RUBRIC: CATEGORY 2
	Links/resources posted regarding aesthetic design, navigability, consistency
Resources from the faculty development department on accessibility 

	Self-assessment checklist for the course
Self-assessment checklist for copyright

	
	
	Synchronous session
Design a course with opportunities for interaction and communication
Develop a course that addresses a variety of learning styles
Create a course with a variety of activities
RUBRIC: CATEGORY 3
	Discussion on learning online by meeting using a synchronous tool with the ID.
	1) Course includes the use of Blackboard Collaborate, Conferences, and/or Webex*
2) Acknowledge a variety of techniques and tools that can be incorporated into the course design
3) Work on the development and design of the course


* A minimum of one time

	
	
	Meeting #2 – Review with instructional designer
	Assist with proposed course

	1) Get feedback from ID
2) Complete progress report #2

	Phase 3
	
	Develop an online course
Review with instructional designer
	Continue with course development
Meet with instructional designer as needed
Discuss with peers as needed
	1) Get assistance from ID 
2) Have course completed and ready for peer evaluation

	
	
	Examine the innovative teaching with technology
Provide constructive feedback to peers
RUBRIC: CATEGORY 5
	Review components that facilitate and enhance online learning
Course includes multimedia elements (audio/video recording)
Course engages students in the learning process
	1) Read at least 2 research-based articles regarding online learning and share references.
2) Peer evaluation activity due by <<Date>>


	
	
	Explore the use of feedback as it relates to the development of a course
RUBRIC: CATEGORY 6
	Interpreting the feedback from peers
Addressing student feedback
Assignments – faculty reflection, thoughts, feedback on the development process (one paragraph)
	1) Course is completed
2) Based upon feedback, changes are made
3) Complete progress report #3


	Phase 4
	
	Develop a presentation
	A forum with presentation tips posted
Discussion/advice from peers
	1) Presentation given to the college/department/recorded
2) Based upon feedback, changes are made
3) Complete progress report #4

	Phase 5
	
	Teach the developed course
	Receive assistance as needed from peers/instructional designer
	1) Make changes to the course based upon learners
2) Provide feedback related to the experience (interview)
3) Complete progress report #5



D. PAYMENT:
The disbursement of payment will occur in three equal increments based upon the completion of the course components from the five phases.  Payment will not be disbursed until successful completion of all elements of each phase. *Important note: Grant amount may increase for future recipients. 
													
	Completion of Phase One:
	$500

	Completion of Phases Two, Three, and Four:
	$1000

	Completion of Phase Five:
	$500

	Total:
	[bookmark: _GoBack]$2000

	
	



E. PRINCIPAL CONTACTS: 
The principal contacts for this initiative are:

FACULTY MEMBER:
Name
Title 
Organization
Phone Number 
Email

Jennifer Redd, PhD
Instructional Designer 
eCampus
San José State University 
408-924-2734
jennifer.redd@sjsu.edu


F. IT IS MUTUALLY UNDERSTOOD AND AGREED BY AND BETWEEN THE PARTIES THAT:
1. MODIFICATION.  Modifications to this agreement shall be made by mutual consent of the parties, by the issuance of a written modification, signed and dated by authorized officials, prior to any changes being performed. 
2. TERMINATION.  Either party, with written notice, may terminate the agreement in whole, or in part, at any time before the date of expiration.  Termination will result in a loss of any future payment for course development.
3. COMMENCEMENT/EXPIRATION DATE.  This agreement is executed as of the date of last signature and is effective through <<Date>> at which time it will expire unless extended.





















IN WITNESS WHEREOF, the parties hereto have executed this agreement as of the last written date below.
FOR: FACULTY MEMBER

						          						
Signature							Date	

						
Print Name and Title

FOR: COLLEGE INTERNATIONAL AND EXTENDED STUDIES AND SPARTANS ONLINE

						          						
Signature							Date	

Jennifer Redd, PhD
						
Print Name and Title

						          						
Signature							Date	

Ruth Huard, PhD
						
Print Name and Title
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