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PROPOSAL FOR INTERNET/E-MAIL REQUIRED DELIVERY FORMAT 
 
Course Number and Title:                                                                                                                               

□  Existing Course □  New Course (If so, attach completed Departmental Course Syllabus Form) 
 
Division/Department:                                                                                                                               
The “Internet/E-mail Required” special designator applies to classes that require student work such as e-mail use and/or Internet  
homework submission, testing, etc. outside classroom hours in a computer lab. If classes are held in a computer lab, where students 
have access to the computer, the Internet, and instructor assistance, then this form is NOT required.  

Please complete the following form; leave blank any questions that do not apply to your class. Return this form to The Office of 
Instruction. 

 
1. Please specify the following by checking the appropriate box: 

a. How many exams/quizzes are required?     □ 1 – 3          □ 4 – 6          □ 7 or more 

b. How many of these exams/quizzes do students take in the classroom? 
□ 0          □ 1 – 3         □ 4 – 6          □ 7 or more          □ All 

c. How many of these exams/quizzes do students take online?  

□ 0          □ 1 – 3         □ 4 – 6          □ 7 or more          □ All 

d. How many online exams/quizzes are timed?     
□ 0         □ 1 – 3          □ 4 – 6          □ 7 or more          □ All 

e.  What is the weight of online timed exams/quizzes in the final course grade? 
□ 0 – 10%          □ 11 – 25%          □ 26 – 50%          □ 51 – 75%          □ 76 – 100% 

f. Online exam/quiz questions are  
□ instructor-created 
□ provided by the publisher but selected by the instructor 
□ provided by the instructor and randomly generated by a computer system 

If the questions are provided by the publisher and randomly generated by a computer system, please attach an 
explanation of how you will ensure that the emphasis on a quiz/exam approximates your emphasis on materials 
in lectures and class discussions. 

g. What is the weight of online homework or other activities (not quizzes and exams) in the final course grade?  
□ 0 – 10%          □ 11 – 25%          □ 26 – 50%          □ 51 – 75%          □ 76 – 100% 

h. How many instances of feedback are provided to the student before midterm? 
□ 1 – 3          □ 4 – 6          □ 7 or more 

i. How many instances of feedback are provided to the student after midterm? 
□ 1 – 3          □ 4 – 6          □ 7 or more  

j. Will you use publisher-provided D2L e-content or websites?  □ Yes          □ No 
If Yes, provide details below: 
 
Website URLs  

Textbook Title  

Author/Editor  

Publisher  

Edition  
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2. Will you be using the same textbook/instructional materials as the traditional course offering? If No, provide details 

below.  □ Yes  □ No 

Textbook Title  

Author/Editor  

Publisher  

Edition  

 

3. Please attach your course policy handout with the sections that address these issues highlighted:     

a. Your use of Desire2Learn (D2L0) or OWC student e-mail. 
b. Your e-mail response time (a maximum of two business days). 
c. Specific methods (i.e., a “free” late paper, submission of assignments in hard copy, bonus points, a make-up 

option, an alternate assignment) to accommodate a student’s technical difficulties in submitting 
assignments or taking quizzes electronically. 

d. A statement that any changes to the syllabus and assignment parameters, etc., will be announced in the 
classroom before they take effect.    
 

4. Please initial the boxes below, acknowledging your consent to adhere to the following policies: 

□ When away from the College on leave, TDY, etc., instructors should turn on Outlook’s Out-of-Office 
Assistant, with a message providing their date of return and any special instructions about 
assignment submissions, etc., relevant to class activities during their absence. (Outlook’s Out-of-
Office Assistant can be found in Outlook under Tools.) 

□ Class handouts and assignment instructions may be posted online but must also be distributed in 
hard copy during a class. 

□ If a student’s Internet access is interrupted, instructors must provide hard copies of online 
materials.  

□ Instructors requiring students to access PowerPoint presentations online should use only light or 
white backgrounds. 

□ In D2L classrooms, instructors should use the Syllabus link on the top navigation bar to link to their 
syllabus and class policies; instructor contact information (name, phone, office hours, e-mail 
address) and links to the LRC and LTech technical support for students must be on the course home 
page. (This homepage will be provided by the LTech Department. Instructors may add to it, but 
these elements must remain.) 

□      Instructors whose “Internet/E-mail Required” sections do not make and who therefore take over sections 
not designated as requiring students’ Internet use may not impose their original Internet requirements on 
students in the new sections.  

 

 

   
Submitted by  Date

 

   
Department Chair/Director

  Date
 

 

Curriculum Committee Action:   □ Approve      □ Disapprove      Action Date                                 

□ Special Designator(s) entered                                                


