Timeline
	What
	Notes

	8 weeks before course start                        

	Syllabus Development – map content to weekly modules for the CLE, review learning objectives, calculate time it takes to complete
	

	Course Design – make blue print for each week, plan pre-recorded lectures and asynchronous work
	

	6 weeks before course start                        

	Syllabus updated
-readings, video titles, presentation ppts & assignments
	

	Pre-record lectures
Coordinate video production - Zoom
· list video content, people involved
· upload to corresponding box folder
· coordinate close captioning for videos that are to be used more than one term
	



	1 month before course start date                    

	Review and finalize course policies including: learner’s contract, grading, weekly and final evaluations
	

	Update Course site
Final syllabus review/course revisions  
	

	Tas/Group leaders recruited
	

	2 weeks before course start date     

	Complete all pre-recorded lectures
	

	Welcome videos of faculty, Intro to the course
	

	TA/Group leader orientation 
	

	Welcome Letter to Students 
	 

	Schedule of Assignments/Calendar distributed
	 

	Student orientation/Sync sessions/office hours scheduled 
	

	Review Course site
	

	2 weeks after course end date

	Course de-brief
Student evaluations reviewed
	



