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I. INTRODUCTION 

This document defines the roles, responsibilities, and procedural components for 
developing and approving online or blended courses. 

 
II. DEFINITIONS 

In-person course - a course wherein the dominant instructional mode is in-person 
instruction. 

Blended course – a course wherein online learning is used to replace 20% - 80% of 
typically scheduled in-person class meetings. All meeting dates and times are provided 
prior to registration. 

Online synchronous course - a course wherein the instructional mode is 100% online 
learning. Scheduled online class meetings of synchronous instruction occur at a common 
time, with the possibility of asynchronous engaged time. Synchronous meeting dates and 
times are provided prior to registration. 
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Online asynchronous course – A course wherein the instructional mode is 100% online 
learning, with no scheduled class meetings. Students engage with weekly learning 
activities at a time of their choosing and complete their assignments on a defined timeline.  
 

III. POLICY 

This document defines the policies governing the development and approval for offering 
blended and online courses at The College of New Jersey. There are two components to 
this process: course development and implementation.  

 
1. Course Development  

a.  Faculty Tasks 
1. To offer an online or blended course faculty shall present and discuss the 

course, delivery mode, and proposed schedule with the department chair 
and faculty. The course must be previously vetted for learning outcomes 
and approved through the governing School Curriculum Committee as 
per the Course Approval policy. Such approval is independent of the 
delivery mode. Ideally, the course will have been taught as an in-person 
course prior to developing as an online/blended course, but this 
sequence is not required. 

2. The course faculty must complete and submit an Online/Blended Course 
Request form, signed by the department chair and dean and Academic 
Affairs, which is available on the Office of Instructional Design (OID) 
website. 

3. Upon approval of course modality, the course faculty will complete OID’s 
course development program prior to teaching their initial online or 
blended course. Training may be expedited or waived for faculty who have 
previously completed training or offered blended/online courses at 
another institution. If the course faculty has already completed training 
and taught a blended/online course, the course faculty will complete a 
Subsequent Course Request which is available on the Office of 
Instructional Design (OID) website. 

4. The course faculty will develop the online course components, with 
technical and pedagogical support from OID and the Center for Excellence 
in Teaching and Learning, as needed. The course shall be developed to 
meet nationally accepted quality standards outlined for online and blended 
courses on OID’s website. 

5. The course faculty will adhere to the course development timeline as 
guided by best practices for digital course design. The main structure of 
fully online course will be completed three months prior to launch, and a 
blended course will be completed one month prior to launch. 

6. The course faculty will complete a self-review course assessment using a 
nationally accepted quality standards rubric. 
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7. The course faculty will coordinate with OID for a final review of the 
developed course based on the faculty’s self-review. 

 
b. Office of Instructional Design Tasks 

To be compliant with the State Authorization Reciprocity Agreements (SARA), 
OID is responsible for coordinating and overseeing development and quality of 
online and blended courses. Note that OID’s responsibilities are at the 
implementation level, not the curricular level. OID shall: 

1. Maintain a website content that defines the requirements and process for 
approving, developing, and assessing online and blended courses that are 
consistent with this policy.  

2.  Host the online/blended course approval and subsequent course forms 
on the above website. 

3. Establish and publish timelines for the development and approval 
process of newly developed online and blended courses. 

4. Offer the course development program, following best practices in the 
development of online and blended courses, several times a year, based on 
demand. 

5. Define and provide access to nationally accepted quality standards and 
rubrics for faculty to use in evaluating their online and blended course 
development. 

6. Offer ongoing technical and pedagogical support to faculty in the 
development of online and blended courses. 

c. Department Chair’s Tasks 
1. Based on input from the course faculty, the Chair (or designee) shall 

approve that the course and blended or online delivery mode aligns with 
the department's curriculum and course planning goals, and that the 
course in blended or online mode has been discussed and is supported by 
the department's faculty. This approval shall be made by signature per the 
process defined by OID. 

2. In the case of cross-listed classes, both sponsoring departments must 
agree to the proposed delivery mode. This agreement shall be 
documented during the approval process. 

d. School Dean’s Tasks 
1. Based on input from the course faculty, department Chair, and in 

collaboration with Academic Affairs, the Dean shall approve that the 
course and blended or online delivery mode aligns with the School's 
curriculum and course planning goals. This approval shall be made by 
signature per the process defined by OID. 
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e. Academic Affairs’ Tasks 
1. In collaboration with the Dean, Academic Affairs shall approve that the 

course and blended or online delivery mode is in alignment with 
curriculum and course planning goals. This approval shall be made by 
signature per the process defined by OID. 

 
2. Implementation 

a. Faculty Tasks 
1. In collaboration with the Dean and department chair, determine modality 

prior to scheduling courses for each semester.  
2. Communicate modality and relevant scheduling notes to department 

chair in sufficient advance of course scheduling period to ensure all 
information is available to students prior to enrollment.  

3. For blended and online synchronous courses, propose the dates and times 
of in-person meetings necessary for the course to run as designed. Verify 
course meeting dates are correct prior to registration in PAWS for each 
course occurrence and, if incorrect, notify Records and Registration or 
appropriate School/Department designee with corrected dates. This 
verification is necessary to ensure students know meeting expectations 
and ensure optimum resource (e.g., classrooms) utility. 

b. Chair Tasks 
1. Communicate modality and relevant scheduling notes to program 

assistant to be recorded in PAWS prior to the course registration period. 
2. Provide ongoing coordination to ensure that course objectives and 

materials are up-to-date with changes in program requirements. 
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