
Course Type 
 

FDC Responsibilities 
 

Instructor 
Responsibilities 

 

Development 
Timeframe 

 

 
Full course Development 
 
This applies primarily to 
courses that need to be fully 
developed for the on-line 
environment.  These courses 
will usually include students 
who are working from a 
distance and do not have 
ready access to the U of A 
campus or who have chosen 
to work at a distance. 

 
1. Act as a consultant on the 

Instructional Design (ID) of 
the course for its transition 
to the on-line environment 
 

2. Provide training and 
support in the use of eClass 
and Elluminate 
 

3. Provide technical expertise 
and support to ensure the 
course is ready for student 
access on the first day of 
classes. 
 

4. Provide student orientation 
and support for the duration 
of the course. 
 

 
1. Contact the Flexible 

Delivery Office (FDO) as 
soon as your on-line course 
has been assigned. 
 

2. Identification and 
preparation of course 
content and related 
resources such as quizzes, 
discussion topics, links, 
and assignments. 
 

3. Delivery of course 
materials in electronic 
format to the FDO. 
 

 

 
Minimum of 16 weeks prior 
to course start.  
 
If there are multi media 
components to the course 
(such as movies) more lead 
time may be required to 
ensure these can be 
developed prior to the course 
start. 
 
If required, face-to-face (F2F) 
or Elluminate student 
orientations for the course 
should also be booked at this 
time. 

 
Blended Learning Site (not 
including on-campus 
undergraduate courses) 
 
These sites are used to 
enhance your F2F classroom 
work and often include 
elements such as discussion 
boards, reference links and 
course notes.  While they do 
not require the same degree 
of ID as courses without a 
classroom component, there 
is usually a significant 
amount of work in preparing 
the on-line portion of these 
courses. 

 
1. Provide training and 

support in the use of eClass. 
 

2. Provide technical expertise 
and support to ensure the 
course is ready for student 
access on the first day of 
classes. 
 

3. Provide student orientation 
and support for the duration 
of the course. 

 
1. Contact FDO as soon as 

your on-line course has 
been assigned. 
 

2. Preparation and 
identification of course 
content and related 
resources such as quizzes, 
discussion topics, links, 
and assignments. 
 

 
Minimum of 10 weeks 
before course start. 
 
If there are multi media 
components to the course 
(such as movies) more lead 
time may be required to 
ensure these can be 
developed prior to the course 
start. 
 
If required, F2F or Elluminate 
student orientations for the 
course should also be booked 
at this time. 

 
Graduate and 
Undergraduate course sites 
 
An eClass site is currently 
created for all graduate and 
undergraduate course sites.  
Multi-section courses have 
one site created which 
includes all sections of the 
course.  A common template 
is used to organize materials 
for consistency and ease of 
use.  Course outlines, course 
materials, announcements 
and grades are delivered to 
students through the eClass 
site. 
 
To facilitate the process of 
moving materials from one 
term to another the FDO will 
create new course sites 
based on the template from 
the previous term.  
Coordinators should advise 
the FDO if there are courses 
that should be created with a 
blank template. 
 
 

 
1. Create the course site, add 

assigned faculty and staff, 
assign the standard 
template to the site, and 
advise undergraduate 
administration staff when 
sites are ready. 

 
2. Provide technical expertise 

and support to faculty and 
students. 
 

3. Provide faculty and student 
orientation when required 
as well as support for the 
duration of the course. 
 

 
Ensure the FDO is made 
aware of course creation 
needs and advise FDO of any 
late assignments of instructors 
or changes to course delivery 
plans.  Please note, courses 
are created on the basis of the 
information received from the 
undergraduate office 
approximately two months 
prior to the course creation 
deadline.  Changes made 
after the information has been 
received will not be reflected 
in the course creation.  
Instructors who are added to 
the courses after initial 
creation must contact the 
FDO with their CCID once 
they are assigned to the 
course. 

 
Courses for the 
undergraduate program are 
created according to the 
following schedule: 
 
Fall Term: Courses are ready 
for student access by Aug. 1.  
Student lists are refreshed in 
the middle of August (approx. 
Aug. 15) and at the end of 
Aug. (approx. Aug. 30).  AICT 
refreshes the student 
database for all courses 
every 24 hours during the 
add/drop period. 
 
Winter Term: Courses are 
ready for student access by 
Dec. 1.  Student lists are 
refreshed in the middle of 
December (approx. Dec. 15) 
and upon return from the 
Winter break.  AICT refreshes 
the student database for all 
courses every 24 hours 
during the add/drop period. 
 
Spring/Summer Term:  
Courses are ready for student 
access by April 1.  Student 
lists are refreshed in the 
middle of April (approx. April. 
15) and at the end of April 
(approx. April 30).   
 
Coordinators and instructors 
who require customized sites 
for their on-campus courses 
should contact the FDO a 
minimum of 10 weeks before 
the course start.

 


