Online Learning Material Submission Packet

The Mission of the Michigan Learns Online Portal is to help educators bring anytime, anywhere learning to every K-12 student in Michigan. The purpose of this packet is to provide a vehicle for sharing high quality and classroom-tested online lessons, units and complete courses that have been created by Michigan Educators.

The REMC Association is looking for Online Learning materials that are Courses, Units or Lessons. 

· Online learning lessons are short (one week or less) learning opportunities that support face-to-face instruction. 

· Online learning units are approximately one or two week learning opportunities that support face-to-face instruction. 

· Online learning courses are at least one trimester learning opportunities that may or may not support face-to-face instruction.

There are two options to share your work: 

Share Your Work Option 1 (unpaid)

· Complete the Submission

HYPERLINK "#id.ac9rm4orcmv8" 

HYPERLINK "#id.ac9rm4orcmv8"Form 

· Get permission from your school district to share your work using a “share alike”

· Creative Commons License

· Submit your work


OR

Share Your Work Option 2* (paid, pending approval)

· Complete the Submission
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· Get permission from your school district to share your work using a “share alike” 

· Creative Commons License

· Revise your work to assure that it is aligned to online learning standards (see Teachers
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· Submit your work

*The REMC Association will pay teachers who choose to revise their work and align it to the Michigan curriculum standards $175 for a lesson that is up to two weeks long, $250 for a multi-week long or a $325 for a course that is at least on trimester long. 

Submission Form
Contact Information (This should be filled out by the developer/teacher of the online learning material.)
Name:       
School District:      

School District Address:      
Email address:          




Phone #:      
How is your online learning material delivered? 

	Method
	Blackboard
	Moodle
	Other (please specify by filling in the blank)

	Version
	     
	     
	     


Copyright, permissions etc

You must be able to respond Yes to all checklist items before your online course can be considered for the Michigan Online Learning Portal. (Place an X in the appropriate check boxes):

	Yes
	No
	

	     
	     
	The online course or course component has been tested prior to submitting and all errors have been corrected.

	     
	     
	All copies of permission slips/releases for any people appearing in photographs or videos have been signed and are on file.  Check “Yes” if there are no pictures or videos.

	     
	     
	No copyrighted material is used; if any copyrighted material is used, explicit documentation has been provided for its use in an online shared environment.
All copyright laws have been followed. Permission has been granted by any sources necessary other than you, including the school district if this was created during the workday, or with equipment or software owned by the district.

	     
	     
	I have permission to both use and share this material using a “Share Alike” Creative Common license from my Principal. You and your school district will receive attribution for creating this work. My Principal’s information is below:

Principal’s Name:      

Building Name:      

School Phone:      

Principal’s Email:      


Option 2 only:  Indicate the GLCE and HSCE to which your material is aligned.      
Providing a Description on How to Use this Course
Either on a separate page or in “A Note to the Teacher” that is placed in the online learning material you are submitting please respond to the following:

· Describe how you have most successfully used this course. (Primary instruction, supplemental material, remediation, credit recovery; instructor-led, blended, self-paced; following a certain unit, prior to a certain project, in conjunction with field trip, etc.) 

· List all resources that you would suggest another teacher would need when using this online course or course component. 

· Does your course or course component require any unusual setups or other software to make it work successfully?  If yes, please explain. 

· Please share any other information that you’d like to about this course/course component.

· If you are submitting a blended/hybrid learning lesson, unit or course provide a summary of the in-class activities and explain their relationship to the online activity.
If you choose to submit your work using Option #1 (as is, with no payment), do the following to complete your submission:

1. Zip or compress your online course and name the zipped file using a LASTNAME_COURSENAME format. For example, SOUDEN_USHISTORY1. 

2. Email the zipped file of the online learning material and a completed copy of this form to milearnsonline

HYPERLINK ""@

HYPERLINK ""remc

HYPERLINK "".

HYPERLINK ""org.

3. Your submission will be confirmed and, after review, you will be contacted with further information or if there are any questions.  You will receive confirmation of receipt of your submission within one week.

If you choose to submit your work using Option #2 (revised, with payment pending approval), do the following to complete your submission:

Complete these additional steps: 

· Review and if necessary, revise your work according to the Guide for Revising and Aligning Online Learning Material found at the end of this document.

· Align your material to the Michigan Common Core Curriculum Standards, GLCS or HSCS.

After completing the form found within the packet, and completing and reviewing the Teacher
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1. Zip or compress your online course and name the zipped file using a LASTNAME_COURSENAME format. For example, SOUDEN_USHISTORY1. 

2. Email the zipped file of the online learning material and a completed copy of this form to milearnsonline

HYPERLINK ""@

HYPERLINK ""remc

HYPERLINK "".

HYPERLINK ""org.
Your submission will be confirmed and, after review, you will be contacted with further information or if there are any questions.  You will receive confirmation of receipt of your submission within one week.

Guide for Revising and Aligning Online Learning Material (Option 2 Only)

Teachers submitting under Option 2 should revise their content as necessary to align with the guidelines below. 

	Instructional Design refers to learning outcomes, availability of content, clarity of instruction and additional learning resources that target different learning styles of students.

	REQUIRED: Learning outcomes are clearly defined for the student.

	REQUIRED: Student outcomes are clearly aligned with the Michigan Common Core Standards in English Language Arts and Mathematics and GLCES or HSCES.

	In a hybrid setting there is strong evidence that the online opportunity and recommended face-to-face instruction would complement each other.

	The content is aligned very well with the student learning outcomes.

	There are a variety of appropriate supporting resources to support the learning outcomes.

	There are a variety of media used to support different learning styles.

	Structure and Organization refers to the appearance and navigation of the course and necessary information provided to the student.

	The syllabus is easily located and provides clear expectations.

	It is clear to the student where to receive help.

	An overview providing well-written directions for the student is clearly available.

	The content is presented logically.

	All links are relevant to the content and work.

	Only Links that are to be used by the student are active,

	Color, texture, and graphics add to the quality and navigation of the lesson.

	The material is consistent; having a very similar look and feel that is appropriate to its purpose.

	Tasks are carried out consistently and with a similar look through out the lesson.

	Learner Support and Resources refers to the media players, and plug-ins, and other tools, links, and directions that are necessary to view and use required course materials.

	Appropriate resources needed to facilitate learning such as email requirements, browser settings and other required applications are listed.  These are common tools found in most school districts.

	Tools required for viewing lesson content are listed.  Tools are free, or in the public domain, and are permissible in most school districts.

	Resources that support course objectives are listed.  These resources are free or in the public domain, and are seldom blocked by school districts.

	Learner Interaction and Collaboration refers to the quality and quantity of asynchronous and synchronous modes of communication between the student and instructor and between peer groups.

	Expectations of student interaction are clearly stated with minimum interactions defined. 

	Teacher response times are clearly stated.

	There is consistent use of online instructional tools to encourage critical reflection and analysis of content.

	The degree to which students interact with each other and the teacher about course content is clearly defined.

	Effective Use of Lesson Technology refers to using technology in a variety of formats that help students to achieve course goals and objectives.

	There is consistent use of online instructional tools to encourage critical reflection and analysis of content.

	Activities/assignments that require the use of technology clearly state how the student is to use technology to complete assignments and activities.

	There is an appropriate variety of formats for lesson materials.

	If the Web is used, it is used effectively. 

	Assessment and evaluation refers to assignments, quizzes, surveys, and other assessment strategies that the instructor might use to assess students, for student self-assessment, or for peer feedback.

	The assignment(s) encourage students to use critical thinking strategies.

	The assignment(s) and learning outcomes are closely aligned and available to the student.

	The assignment(s) provide students with ample opportunities to practice and apply concepts and skills in realistic and relevant ways that enforce learning outcomes.

	Assignment expectations are explicitly communicated, including deliverables, guidelines, and submissions dates.

	If the Web is used, there are clear descriptions on how the Internet will be used in completing assignments and the required links are provided and work.


*     
Adapted from WebCT Exemplary Course Nomination Form, Rubric for Online Instruction, CSU, Chico
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