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Courses that have lab units which are being converted from TBA format to Hybrid (Distance Ed./Online) will need to be revised in CurricUNET and run through the course approval process in the Curriculum Committee. There are a few key steps in this process:

1) Fill out the two Distance Ed. Additional Approvals forms in CurricUNET.  

Go into Build/Courses; then click on Modify Active Course. Select your department. Find the course; click on the double-piece-of-paper icon to make a copy. On the Copy Course page, select “Additional Approval” for Proposal Type (unless you are going through 6-year Course Review—in which case you would select “Course Revision Major”). Then select “Distance Learning” in the Additional Approvals area.

Tips for Distance Ed forms:

- From the Course Checklist on the Main Course Page, go into the first form (Distance Ed), select “Other” for Delivery Options, and indicate in the Other Methods section that the class is to be “Hybrid for Lab.” Also, briefly explain in this section that the “TBA lab is now to be conducted online” and describe the main vehicle for the Hybrid Lab.

- In the Frequency of Instructor-Student Contact box in the Effective Contact section, briefly describe in detail how you plan to communicate regularly with students in your hybrid lab. Can provide similar details/explanations as you would include on your syllabus. 

2) Revise your Course Outline of Record in CurricUNET to reflect both Lecture and Lab content (in Content area of Course Checklist), indicating that Lab is to be online.  (If doing a combination of online and in-person lab, indicate which content of the lab is online and which is either scheduled or TBA).  Also, make sure to include Lab Assignments and Activities in the Assignments and Methods of Evaluation areas.

3) Attend a Distance Ed. committee meeting to explain your online lab plan, including descriptions of assignments and methods of effective contact between students and instructor.

See the handout on Creating/Revising a Course in CurricUNET for additional CurricUNET instructions and for a description of the course approval process.

