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Assignment for Accelerated Online Course Developer


Insert date

[bookmark: _GoBack]Insert name
Insert street address
Insert city, state zip code

Dear insert name:

This documents your assignment as an accelerated online course developer in the insert unit name Department at Eastern Washington University (hereinafter “University”) to build one or more courses by performing the specified work listed below.

[bookmark: _Hlk68086733]Course 1 Number	Course 1 Title
Credits:  ______
Salary:  ______
Quality Review Date:  ______
Course Start Date: ______

[Copy and paste table above for additional courses.]

Payment for this project-based assignment will be made after the work is completed and has been reviewed and approved by insert department approval authority. Payment processing will begin immediately upon receipt of department approval, and depending on timing, you can expect your payment in one of the three subsequent semi-monthly payroll runs, between two and six weeks after the date of approval. If your work is interrupted by unavoidable circumstances so that the University must seek someone else to finish the project, you will receive prorated pay for the portion already completed.

As an accelerated online course developer, you shall perform the following duties for the courses listed above:

· Engage in collaborative course mapping and consistent Instructional Design Team touch-point meetings. 
· Develop a course map before building course instructional modules.
· Develop and build course materials within the attached established timeline using University-approved course shells and templates; See attached Faculty Assignment Timeline Addendum.
· Check your University-assigned email account regularly, promptly respond to emails and use the account for all University messages. The University will provide you with an email account, which will serve as the sole channel for all official university communications regarding the Accelerated Online Course Development. 

This assignment constitutes a work-for-hire engagement as defined in the collective bargaining agreement between EWU and the United Faculty of Eastern (UFE), Article 17: Intellectual Property Rights. The university will own the intellectual property created by this assignment for a period of three years beginning on the date of acceptance of the course by the departmental approval authority. The university may share this work with other members of the faculty. 

If you have any questions, please contact insert chair or delegee, at phone insert phone number or email insert email

Sincerely,


Insert name
Insert title


Appointee signature:


____________________________________	___________________
Name							Date



c:	Benefits Office
	Budget Services
	Human Resources


Accelerated Online Course Development - Faculty Assignment Timeline Addendum 

Program:  ______________
Faculty Member Building Course: _________________

Course Building Milestones Schedule: Course Number

Accelerated session when course will first be offered:  ________
Begin Course Build – Faculty Contacted:  ________
Course Map Due:  _______
First Touchpoint – 25% course build: _______
Second Touchpoint – 50% course build: _______
Third Touchpoint – 100% course build: _______
Course Submitted to Quality Review (non-negotiable fixed date): _______
Final Revisions/Publish Course: ________
Class Begins (non-negotiable fixed date): _______

[Copy and paste table above for additional courses.]





Program Acceptance of Developed Course and Approval of Payment

Insert Department Approval Authority has reviewed the work plan and deliverables consisting of the Course Map, Quality Review final report and the Master Course itself in Canvas.  The signature below signifies that course development work has been completed satisfactorily, the course is accepted as developed, and payment for course development is approved.

____________________________________	____________
Departmental Approval Authority Signature 		Date
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