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Course Submission Process

Purpose:  The North Dakota Eager-to-Learn program has developed this guide to ensure that all curriculums and outlines contain components that support Child Care Aware® of North Dakota’s purpose, goal and objectives for the courses it sponsors.
Complete each step of the outline listed below:
Step 1: Proposal: Instructors need to submit proposals for new courses to the Child Care Aware® of North Dakota Training and Professional Development Department. Initial proposals should include: training topic, brief description and course objectives. 

Child Care Aware® will evaluate the need for the course content and send a response to the instructor within two weeks. If approval is awarded, course development should proceed following the Syllabus Planning Guidelines. 

Please send proposals to Child Care Aware® at training@ndchildcare.org. 
Step 2: Development:  Submit the following information to the Child Care Aware® Training and Professional Development Department: 
Syllabus Planning Matrix
· Overview

1. Course Title

2. Course Description: List the full description of your course to be used in marketing material.
3. Core Competencies: List the competencies covered in this training that correspond to the North Dakota Core Competencies, including the number and written script of the competencies, as well as the CDA Functional area(s).
4. Clock Hours: What have you chosen as the length of your course - 3, 4 or 5 weeks?
5. Intended Audience: What audience are you targeting with this course?

6. Learning Objectives: Learning objectives are the foundation of effective training. Learning objectives should be expressed from the participant’s point of view. There should be a minimum of four learning objectives. Activities should state which learning objective they meet. 
7. Course Assignments: How will you accomplish your objectives utilizing the Eager-to-Learn format?
· Curriculum
1. Syllabus: Eager-to-Learn courses must follow the sample syllabus
2. Lectures: All lectures should have the source(s) cited
3. Books and Additional Materials: Including websites, video clips and handouts (follow the Book Usage Policy and Copyright procedures*)
4. Bibliography: Resources should be current and provide the background information for your curriculum. Writers are encouraged to include relevant internet sites.
· Schedule

1. Scheduling Time Frame: Along with the submission of your proposal, please indicate the time frame you are available to deliver your course.
Step 3: Integration of new curriculum into the training system

· The Child Care Aware® Training and PD Department will give final approval for submitted courses within one month of receiving the complete curriculum requirements.
· After initial approval, all instructors will need to complete the required course syllabus.
· Following notification of approval, the Child Care Aware® Training and PD Department will issue a training agreement, including dates for the course.
· Upon return of the signed agreement, the course will be advertised on the Growing Futures website at www.ndgrowingfutures.org. 
*Before you use copyrighted materials for online education, know the law. Your knowledge of 'fair use' may not be enough. We offer several links to resources that help you learn about the Technology, Education and Copyright Harmonization (TEACH) Act.
· Distance Education and the TEACH Act
· The TEACH Act Finally Becomes Law
· Copyright and Distance Education

Child Care Aware® of North Dakota is a program of Lutheran Social Services of North Dakota


