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The mission of the Manhasset Teacher Resource Center is to provide opportunities for educators to participate in professional growth by offering, high-quality, life-long learning opportunities and technical assistance for teachers, administrators, children, parents, and other members of the community.  

Our goals are to:

· Provide training for staff to increase skills to achieve better student outcomes; 

· Provide an organized workspace for teachers to develop high-powered lessons;

· Provide an area for staff to meet and collaborate on common issues;

· Provide training in technology to support teaching and learning;
· Apply practice to enable all students to meet the NYS Learning Standards.  

Instructors are expected to design courses/workshops that meet the following criteria:

· Courses have measurable outcomes, and address process as well as product. 

· A reasonable and practical amount of work is required from participants.  

· Before credit is granted, participants are expected to submit both a reflective piece (see page 6) that indicates how the new learning will impact instruction and evidence (a product) that incorporates the new skills and techniques acquired in the course.  

· Instructors will submit accurate attendance records of all sessions. 
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Course/Workshop Proposal Guidelines
1. TITLE: The title should clearly reflect the topic or content area. 

2. PRESENTER(S): Include a brief biographical sketch, subject certifications, school name, educational background, and relevant experience.
3. CONTACT INFORMATION: Include home & work telephone numbers and e-mail address.
4. DESCRIPTION: Provide a clear and detailed description of the course content and teaching methods (e.g. lecture, hands-on, discussion, etc.).  List at least three goals/objectives for your course in specific behavioral terms (understand, compare, learn, define, enhance, assess, etc.). Also list at least three educational outcomes that will be attained by attending your course (“... as a result of attending this workshop, participants will be able to...”).   
5. WHEN: Provide proposed dates and times for your course, including registration deadline.  (See note below.) 

6. LOCATION: School building and classroom where class will be offered.

7. FOR ONLINE COURSES:  Please indicate the LEVEL and MODALITY (Refer to descriptions on page 3).
8. Indicate the number of contact hours. 
9. MAXIMUM ENROLLMENT: If you feel the enrollment must be capped below 15 participants, provide the rationale.
10. AUDIENCE:  Specify the target audience by grade level(s).  

11. PREREQUISITES (If any): List skills, proficiencies and/or previous courses expected of participants.
12. NEW YORK STATE/ MANHASSET STANDARDS:  List standards addressed.  For a complete list of NY learning standards visit http://www.nysatl.nysed.gov/standards.html.

13. EQUIPMENT: Specify AV & other equipment essential for your course. 

14. SPECIAL REQUIREMENTS: List all books, materials, and/or supplies required and anticipated expense to participants.

I. 
Three Levels of Online Courses

Online courses can be classified into three categories, which range across the spectrum in terms of instructor involvement and participation.

· Programmed self-paced Courses – an instructional designer creates the course and the participant enters the instructional environment and moves through the material with no instructor interaction. Participants normally take computer or self graded assessments as they move through the material.

· Facilitated Courses – an instructional designer creates the structure of the class and the course is turned over to a facilitator to help guide the participants through the course materials. The facilitator can help shape the discussions and provide direction for project work but does not modify the instructional platform and is not the content expert.

· Instructed Courses – These courses are created and taught by the instructor and utilize high levels of interaction between the instructor and participants. The scope, sequence and timing of the course are dynamically modified to meet the class needs. The course demonstrates high levels of discourse between and among all members of the class learning community. The instructor is the content expert.

II.
Modalities for Online Courses

There are generally three modalities of delivery for the facilitated, instructed and muse types of courses:

· The fully online environment is which the student instruction, project work and all communications are done via a virtual delivery system. The system may consist of synchronous tools like chat and video and the asynchronous tools of email and threaded discussions. The course is designed so that the learning outcomes can be achieved and the equivalent seat time can be met.

· The hybrid course environment is a mix of traditional face-to face instruction and online instruction. The instructor determines what elements of the course are best delivered online and divides the instruction and project activities so that the objectives and appropriate seat time equivalents are met.

· Enhanced course environment is a face-to-face class, which meets its entire seat time hours, but in which the instructor creates an envelope of instructional support and classroom exchanges using the online tool set.
Adapted from Standards for Online Learning
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Course Proposal

	1. 
Title: 

	
	2. Presenter(s): 

	
	Biography:

	
	
	
	3. Contact Info:

	Tel.:

	(H)                                                (W)


		Email:

	
	4. Description, goals and objectives:

	
	
	
	
	
	
	
	
	
	5.
When (please indicate dates and times):
	
		
	6.
Location:
	
	7.
For Online Courses ONLY (see page 3 for descriptions):


	LEVEL (circle one):   
Programmed self-paced 
Facilitated 
Instructed

	
MODALITY  (circle one):
Hybrid
Fully Online

Enhanced


	8. Total # of Hours:

		9. 
Maximum Enrollment and rationale (if fewer than 15):
	
	
	10. Audience:

	
	11. Prerequisites:

	
	12. NYS / Manhasset Standards:

	
	13. Equipment:

	
	14. Special Requirements:

	

	Please refer to previous pages for details on required information


Course Syllabus and Road Map

Course Title: ________________________

Instructor: __________________________
	Week or Session 1

	Outcome
	Activity
	Assessment
	NYS Standards
	Time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Week or Session 2

	Outcome
	Activity
	Assessment
	NYS Standards
	Time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Week or Session 3

	Outcome
	Activity
	Assessment
	NYS Standards
	Time

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Add additional weeks or sessions as needed.

Reflection

	Name:
	

	Course Title:
	

	Dates:
	


	Describe what you learned in this course.

	

	Elaborate on the ways you expect to apply your new learning to your practice.  

	

	What do you still wish to know more about?

	


Please Note:


Proposals must be submitted at least 6 weeks prior to the first session.


Workshop/course proposals are subject to approval by the TRC Executive Policy Board.


All information provided is subject to publication.  


Registration deadline must be at least 10 school days prior to the commencement of course/workshop.  


The Assistant Superintendent determines whether a course may be offered for credit.








Manhasset TRC Instructor’s Manual

















Please submit syllabus to Barbara Berkowitz for approval by TRC Executive Board at least 10 school days prior to commencement of course.
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