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  Global Learning & Partnerships
Extension Course Setup Worksheet (CSW)
This form is required each time a course is offered through Extension (and outside of a Master Schedule) in order to gather the information needed for proper course setup.
Note:  When a Department partners to offer an Extension course, our office handles all course logistics and the department remains responsible for the following three items:

1. Any details/arrangements/training needed for hiring the instructor, ensuring that the instructor is properly set up with HR/in the system, and training the instructor in Banner usage for course information such as class lists, attendance verification and final grading.  
2. Working with instructors to provide any required instructional copies/handouts and to obtain required desk copies of texts (our office orders the student copies).

3. Providing the instructor with any office space or computer access that is deemed necessary.

Please fill out the fields below and email this document to Christopher Fields at fieldsc@rowan.edu.  This form must be completed before we are able to fully proceed with the setup of the Extension course, including the generation of an instructional contract. 
	Instructor name:
	
	Instructor Banner ID:
	

	Instructor contact information:
	Email:
	Campus phone: 
	Alternate phone (optional - for official use only):


	Please note if the instructor is full-time or an adjunct.

(Rowan Global will create and mail the instructor contract and provide copies to the Provost’s Office as well as the department.)
	Please check one:
(  full-time* (  3/4-time  
(  adjunct     (  adjunct 16+
Please check your status:
(  full/associate    
(  assistant/instructor/prof  staff
	*If full-time, please indicate whether the course is being taught in load or overload/summer/intersession.
(  in-load  
(  overload/summer/winter
(It is the instructor’s responsibility to make sure this is already approved by their Chair & Dean.)


	A note regarding adjuncts and credit load:  The AFT State of NJ policy states that adjunct faculty are limited to teach up to 12 credits per academic year (fall & spring) or a maximum of 8 credits in one single academic year semester, while the limit for summer is 12 credits per summer or a maximum of 6 credits per summer session.  If you have reached any of these limits, immediately inform this office. 

	Additional contract details: 
(Please share any additional details regarding the contract, payment, special circumstances, additional instructors, etc.)
	

	
	

	Official Course Title:
	

	CRN:
	
	Subj Code, Course # & Section #:
	

	If this course is fully online, Rowan Global assumes that all assignments can be handled by anyone, anytime, anywhere in the country. If there are any course assignments or requirements that would require students to work outside of their home (field placement, etc.), please list to the right:
	

	Note: Only pre-approved online and hybrid courses will be automatically set up in the Learning Management System (LMS) and have support services available to them for their course.  As of Spring 2012, for any other Extension course for which you would like to use the LMS, you will need to log in to Self-Service (http://www.rowan.edu/selfservice) and complete a request under the “Manage Blackboard Course Requests” (which can be found under the “Faculty Services” tab). Please note: for co-taught course sections, only the assigned “Primary” faculty member will be able to make the export; however, both instructors will gain instructor access to the course section.  Please contact the Division of Online Services (http://faculty.rowanonline.com) if you have any questions or to request additional information.

	Course start and end dates (MM/DD/YY-MM/DD/YY), meeting day(s) & begin & end time (for courses with face-to-face meetings):
	
	Please note if any class meetings will be skipped because of a holiday, course ending early, etc.
	

	Note about contact hours: each credit equals 12.5 contact hours. It is the responsibility of the Academic Department to ensure each course meets for the appropriate number of contact hours regardless of part-of-term or mode of delivery.

	Does this course require any special technology? Does this course require a smart classroom?
(Must be held in a computer lab, req. special software, etc.)
	

	Additional fees or costs:

(Rowan Global assigns a cost according to Division, level and mode of delivery.  A chart of these costs is available on the Bursar’s website under Rowan Global.)  
	(  course does NOT have additional costs or fee 

OR

(  course has additional costs or fees in the amount of:  $_______

If applicable, please explain/justify this additional cost/fee in the space below: 

	Note about course registration: unless specifically requested or part of the program agreement, courses will be open for web-registration.

	Textbook(s) (author, title, edition, publisher, and ISBN):  (Textbook information will be placed in the “Materials Required” section of the course’s Section Tally entry. If more than four texts are required/recommended, please continue onto second page.)
	Author:
Title:

Edition:

Publisher:

ISBN:
Text is: (  Required    
              (  Recommended

	Author:
Title:

Edition:

Publisher:

ISBN:
Text is: (  Required    
              (  Recommended 


	Author:
Title:

Edition:

Publisher:

ISBN:
Text is: (  Required    
              (  Recommended 


	Author:
Title:

Edition:

Publisher:

ISBN:
Text is: (  Required    
              (  Recommended 



	Notes on textbooks:

(Unless instructed otherwise on this form, textbooks for Extension courses will be available for students to purchase from the Rowan Bookstore. Please include here any special notes you have regarding textbooks.)
	
	Please include any other notes about this course:
	

	
	

	Signature of Instructor/Developer:

(If emailed, we will accept as electronic signature.)
	
	Signature date:
	

	Signature of Department Chair:

(If emailed, we will accept as electronic signature.)
	
	Signature date:
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Once your course set up is complete you may look up and confirm all details via the Section Tally: http://banner.rowan.edu/reports/reports.pl?task=Section_Tally_CPCE.

If you have any questions, please contact Christopher Fields at fieldsc@rowan.edu. Revised 09/14.

