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1. Contact the Center for Teaching & Learning

Thinking of developing a new online course? First, find out if it has already been developed and approved in 
the past. Contact either Laura Osborne (at osbornel@sfasu.edu or 936-468-5832) or Megan Weatherly (at 
msweatherly@sfasu.edu or 936-468-1735). Either of them can look up the course and find out if it has already 
been developed for online delivery.  

2. Gain approval from your academic department chair for online course development

Before you begin the work of developing an online course, have a conversation with your department chair to 
determine if the department wants the course to be offered online and who should be involved in the 
development process. It is also recommended that you and your chair discuss the Intellectual Property 
Agreement that will be recorded later at the Design Plan meeting. Contact Laura Osborne or Megan Weatherly 
for more information about the Intellectual Property Rights Policy at SFA. 

3. Complete the Required Professional Development

A. Brightspace Workshop Series: This series of workshops covers all the fundamentals of Brightspace 
and is a pre-requisite to the Online Instructor Certification Course. The workshop series is offered in 
different formats throughout the year, including a 4-part series (2 hours each/8 hours total) as well 
as in a 2-part express format (3 hours each/6 hours total).  

B. Online Instructor Certification Course: Led by Laura Osborne, this online course is offered once 
each Fall and Spring as well as once over the summer months each year. The course requires roughly 
40 hours of effort over 10-11 weeks, and covers instructional design, online pedagogy, instructional 
video best practices, accessibility guidelines, copyright and fair use, and more. Participants will also 
construct one instructional module of online content. The course is not self-paced, as there are 
online discussions and other activities taking place in specific weeks of the course. 

The Brightspace Workshop Series is a prerequisite for the Online Instructor Certification course. Both the 
Brightspace Series and the Online Instructor Certification course can be completed in one semester. Some online 
course materials may be developed for your own online course simultaneously with the professional 
development. Anyone may attend the Brightspace workshops at any time. To register for workshops, use the 
myTraining system (available on the Employee tab in mySFA). 

 
 
 

After successfully completing the required professional development, you are 
recognized as a Certified Online Instructor and eligible to receive additional 

compensation for teaching an approved online course. If you are planning to 
develop a new online course yourself, please continue reading to learn about the 

online course approval process.  
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4. Contact the Learning Experience Design Coordinator

Megan Weatherly, the CTL's Learning Experience Design Coordinator, provides assistance in developing an 
online course by answering questions and keeping the CTL's records up-to-date regarding course 
development. Once two instructional modules have been created and are ready for a Design Plan meeting, she 
will work with you to schedule it. Regarding the timing of formal meetings, please be aware that there are 
certain deadlines to be met, discussed below. 

5. Schedule a Design Plan Meeting

The Design Plan Meeting is an opportunity for the course designer, the department chair, and CTL staff to 
discuss necessary details about the course and to agree on a design and a plan for completing the course. You 
will present at least two instructional modules of your proposed course for review. Before the meeting, Megan 
Weatherly will help make sure your modules are ready to present.  

Contact Megan at msweatherly@sfasu.edu or by phone at 936-468-1735 to schedule the meeting. Please allow 
for two weeks prior to the deadline. (Design Plan Meetings are not normally scheduled during September or 
February, as these months are reserved for Final Review meetings).  

6. Develop the Course

Continue to work closely with the CTL design staff to develop the online course at your own pace. The CTL can 
assist with design ideas, technical solutions, and support.  

7. Schedule a Final Review

As your course draws near completion, Megan Weatherly will do a preliminary check to help make sure your 
course is ready to present at a Final Review meeting. Please contact Megan at least two weeks in advance of the 
deadline. Final Reviews must be conducted before October 1st or March 1st in order to be recognized as an 
online course during the following semester. During the Final Review, you will present the finished, student-
ready course to your department chair and members of the CTL staff. Your finished course will be reviewed 
alongside the Principles of Good Practice to ensure it meets SFA's high standards of quality (and those of the 
Texas Higher Education Coordinating Board and SACS) for online courses. Once the course is approved, you will 
be eligible to receive the development compensation as agreed to in the Design Plan.  

8. Ensure the Online Course is Entered Properly in the System

Once a course successfully completes the Final Review and is approved as an online course, it should be entered 
by your department into the system with a .5xx section number. Section numbers in the 500-599 range denote a 
course as an online course, and Certified Online Instructors who teach such sections are eligible to receive 
additional compensation. There are certain numbers within that 500-599 range that have special meaning. 
Check with Megan Weatherly in the CTL or with the Registrar's office for more information on course section 
numbers.  

9. Enjoy Teaching Your Online Course

As with face-to-face courses, online instructors strive for continuous improvement in their online courses. 
Continue to call on the CTL for ideas and assistance in enhancing your online course with refined teaching 
strategies and emerging technologies. 




