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9.15  Faculty Advanced Course Development:  

Program Development Form

This Program Development form is a key document which tracks the story of taking your new advanced training from initial idea, through to a successfully launched advanced training included in the course catalogue.
The form tracks key information on the project at each stage. It is designed to be used in conjunction with Procedure 9.14 which describes the whole process.
We will use this form to help track your program right through to completion.  
Here are the steps to get started:

1. Fill in the course name and description

2. Complete all the information in Stage 1 – Project description

3. Also complete as much information as you can in Stage 2
4. Pass it back to the Executive Director who will get the Faculty Advisory, who will give a go-ahead for completing stage 2 and getting full faculty approval to procede to pilots, and the cost recovery agreement.
	Date of latest revision
	

	Course # 
	Leave blank.   We will assign the course number

	Course name
	

	Title
	

	Stage 1 – Project Definition

	Course description
	2 -3 short paragraphs

	Who will attend?
	

	What will they learn
	An outline description is fine at this stage.  Formal learning points come in stage 2

	CEUs
	How many

	Delivery – face-to-face, teleclass etc
	How many days?  Is it intended to be done all at once or in several modules?

	Copyrights and acknowledgments
	What is the text for the copyright.  How will other contributions be acknowledged?

	Creator(s)
	These are the people who will be credited with creating the course, and rewarded as indicated in section 

	Faculty advisory approval given:
	We will record the date the faculty advisory committee gives the go-ahead.

	Stage 2 – Planning: Section doesn’t need to be completed until prior stage is achieved

	Program outline
	Attach notes if preferred

	Formal learning points 
	Which can be used for CEU approvals

	Deliverables
	What materials will be available?  

Leader guide – contents?

Participant materials?  - length?

	Proposed timeline
	

	Funding
	Eg: First pilot – no fee to IRI.  Thereafter (names) pay 50% of normal fees to IRI

	Feedback from faculty and date 
	

	Outline budget and development cost 
	This is the cost that will be used to help you recover your costs

Include hours spent preparing materials – at $120/hr

Travel costs – for example if you need to meet with a partner

Don’t include costs associated with running a pilot – as you should be able to recover these by charging attendees.

	How you will recover your costs?
	You may recover these costs above by reducing the fee paid to IRI for all subsequent trainings by 50%.  (eg: If the fee was 20% - instead pay 10%)

You can continue until all your cost is recovered.  This is tracked in the last section of this form

	Faculty approval
	Admin use:  We will record the date the faculty gives its full support

	Stage 3 Pilot  Section doesn’t need to be completed until prior stage is achieved

	Pilot date, and evaluation results
	

	Status of program materials
	Eg: Outline, notes,  participant materials all ready to pass on to other faculty

	Feedback from PTSC and approval
	Admin use:  We will record the date that the faculty advisory gives its approval, and any comments

	Stage 4 – Share Section doesn’t need to be completed until prior stage is achieved

	Materials available
	How can they be obtained?

	First presentation by another faculty 
	Feedback, evaluations, and suggestions for change

	Faculty advisory review of first use and plans to encourage others to use
	Admin use:  We will record the date that the faculty advisory evaluates that sufficient materials are available

	Stage 5 – Improve  Section doesn’t need to be completed until prior stage is achieved

	Date of review meeting
	

	Improvements made
	

	Next review date
	

	Recovery of development costs by developer(s)
You will need to make your materials available to other faculty to use in order to be eligible

	Development cost – from stage 2
	$2,000

	Date course run
	Total course revenue
	Normal fee to IRI

Eg: 20% of total
	Reduction in fee

Eg:  10%
	Development cost still left to recover

	Example: March 1, 2009
	$2000
	$400
	$200
	$1800

	Example:  jan 1, 2010
	$5,000
	$1,000
	$500
	$1300


