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	STATE OF NEW HAMPSHIRE
DEPARTMENT OF EDUCATION
101 Pleasant Street, Concord, NH 03301
Citizens Services Line 1-800-339-9900  FAX 603-271-1953


	Emphasizing High Quality Online Professional Development
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   REQUEST FOR PROPOSALS
 
New Hampshire e-Learning for Educators
OPEN NH Professional Development Grants to Districts
 
Release Date: 14 July 2009
Due Date: 7 September 2009

Awards Date: 11 September 2009

The e-Learning for Educators Program at the New Hampshire Department of Education requests proposals for OPEN NH Partnership Grants to Districts for the upcoming 2009-2010 OPEN NH sessions. In the event that qualified proposals exceed the limitations of funding, preference will be given to rural and high need districts that demonstrate capacity.
E-Learning for Educators is a five-year initiative, funded by the federal Ready to Teach Program, designed to help states meet critical requirements for improving student achievement through providing high quality online professional development content and support as they build their capacity to implement programs to meet teacher quality requirements. The initiative seeks to address the needs of students in high-poverty, low–achieving schools. 
Current research in online learning suggests that online courses can be at least, if not more, rigorous than their face to face counterparts. Learning is enhanced online by course models which increase reflection and provide the student with flexibility and control. Participants who learn together in an online course can enhance their learning by also meeting face to face to discuss and reflect on their experiences online. We encourage interested applicants to take a closer look at current literature about online learning, including the following publications:
Promising Practices in Online Learning: Management and Operations of Online Programs (April 2009)
http://www.inacol.org/resources/promisingpractices/iNACOL_PP_MgmntOp_042309.pdf
Evaluation of Evidence Based Practices in Online Learning: A Meta-Analysis and Review of Online Learning Studies (June 2009)

http://www.ed.gov/rschstat/eval/tech/evidence-based-practices/finalreport.pdf 


This document is the official “Request for Proposals” used to outline the application process. It contains important information on the background of the e-Learning for Educators Initiative and its requirements. Please review all pages of this document to learn how to apply for an OPEN NH Online Professional Development Grant. Applications must be submitted according to the guidelines described in this document (also available at www.nheon.org/opennh/grants) using the application form provided. The application deadline is 7 September 2009.
This RFP includes information necessary to apply for an OPEN NH Online Professional Development Grant to support the following areas:
Option A: Development of Online District Professional Development Cohorts
Grantees will establish a cohort of educators from within the district to take OPEN NH courses within any of the four sessions delivered in the 2009-2010 academic year in order to fulfill part of their professional development goals. 
Option B: Development of OPEN NH Orientation Support and Promotion
Grantees will host four orientation meetings; one for each session of OPEN NH courses delivered in the 2009-2010 academic year, for educators in their region of the state and will provide ongoing promotion of the OPEN NH course sessions and face to face orientation meetings.  Applicants for Option B must also request funding for Option A cohorts.

	Contact
	Stan Freeda, e-Learning for Educators Project Coordinator

Voice: 603.271.5132

Email: sfreeda@ed.state.nh.us
Office of Educational Technology, Division of Instruction
New Hampshire Department of Education
101 Pleasant St, Concord, NH 03301

	Writing a Successful Proposal
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	Step 1. Read all sections of this document to understand the grant requirements.
Step 2. Review the application format (see Appendix A), which describes which information should be included within each section of your proposal, and review the scoring rubric (see Appendix B) which will be used to score your proposal.
Step 3. Enter your contact information and intent to apply (go to http://www.nheon.org/opennh/grants) by 10 August 2009.
Step 4. Write your proposal using the application form provided on the website. Then read this guidance document again to be sure you have covered all the required information. Ask someone unfamiliar with the project to read your proposal to assess it for clarity and completeness.
Step 5. Follow the Submission Instructions to submit your proposal.
http://www.nheon.org/opennh/grants

	Important Project Dates
	Request for Proposals released : 14 July 2009

Intent to Apply online form due : 10 August 2009

Proposal Applications due : 7 September 2009

Funding Awards announced : 11 September 2009
Awardees Meeting : 16 September 2009  (9:30 – 12:00 choose to attend face to face or online).
      Required grantees meeting will be held face to face at the DOE or online at link provided at http://www.nheon.org/opennh/grants.  
Fall 2009 Session : 7 October – 24 November 2009

      Registrations due: 7 September          Orientation/Promotion Report due: 14 October

Winter 2010 Session : 3 February – 23 March 2010

      Registrations due:  13 January            Orientation/Promotion Report due: 10 February
Spring 2010 Session : 7 April – 25 May 2010

      Registrations due:  17 March              Orientation/Promotion Report due:  14 April
Summer 2010 Session : 23 June – 10 August 2010
      Registrations due:  2 June                  Orientation/Promotion Report due:  30 June
Funding for future sessions contingent upon continued funding of the e-Learning for Educators initiative. 

	About 

OPEN NH 

e-Learning for Educators
	New Hampshire e-Learning for Educators / OPEN NH is part of the e-Learning for Educators Initiative, a multi-state project funded through a federal Ready to Teach Grant. Participating in the project are the state education agencies and the public broadcast stations of New Hampshire, Alabama, Delaware, Kentucky, Maryland, Mississippi, Missouri, North Carolina, Pennsylvania, and West Virginia, along with the Education Development Center (EDC) and Boston College. 

The NH Department of Education and New Hampshire Public Television are the primary partners in New Hampshire, each receiving a portion of funds to coordinate and promote the project, which includes training instructors, developers, and offering online courses to educators throughout the five-year period of the grant. 
An OPEN NH Leadership Team, with representatives from NHDOE and NHPTV, as well K-12 Educators and Plymouth State University, meets quarterly to provide guidance on implementation of the project and participates in the annual e-Learning for Educators Leadership Academy each fall. 
The major Goals of the e-Learning for Educators initiative are as follows:
1. Use e-learning to provide effective professional development that leads to gains in teachers’ content knowledge, improvements in their teaching practices, and increases in the achievement of their students.

2. Develop, within each participating state and public broadcasting organization, the capacity to use e-learning as a vehicle for effective professional development that directly serves state and district teacher quality initiatives and student achievement goals, with a specific focus on high need schools and districts.

3. Create a multi-state collaboration to define common standards, share resources and expertise, and support the individual state programs.

4. Develop a cadre of skilled e-Learning for Educators instructors to teach the e-learning courses offered.

5. Develop model e-learning courses for professional development that address critical state needs and provide exemplars to inform further course development.

6. Develop a cadre of skilled e-Learning for Educators course developers and establish collaborations involving public broadcasting stations, state departments of education, and other relevant organizations, to develop e-learning courses to meet the student achievement needs of each state. 

7. Conduct scientifically-based research to determine the effectiveness of the e-Learning for Educators initiative on improving teacher quality and impacting student achievement.

8. Establish a proven, scaleable and sustainable model for e-learning professional development programs that can be replicated in other states.

OPEN NH offers a wide range of high-quality, research-based online professional development courses, facilitated by exemplary New Hampshire educators, and developed by New Hampshire educators and the staff at EDC. OPEN NH courses use a web-based model to provide effective professional development that leads to gains in educator’s content knowledge, improvement in their teaching practices, and increases in the achievement of their students. 

	Option A

Online District Professional Development Cohorts
	OPEN NH Online District Professional Development Cohorts
Districts are eligible for Option A grant funding of up to $2,000 per session to support OPEN NH course registrations for their educators.*
Option A provides funding for your district to establish one or more cohorts of educators from within your district to participate in the OPEN NH online professional development courses as part of their professional development plans. Districts are encouraged to explore cost sharing strategies and models that maximize the funding requested by the district to support as many teachers or cohorts as possible.  Smaller districts are encouraged to partner with other districts to maximize their professional development opportunities. The grant will provide funding for the NH e-Learning for Educators’ OPEN NH registration fees only. The registration fee is $100 per course.  Grantees will be given the district deal rate of $1900 for 25 seats in a given OPEN NH session.  The graduate credits option, available to all participants of OPEN NH courses, may not be paid for out of this grant.  This grant will not pay for registration fees for participants not completing their courses.  Districts can apply to support cohorts for up to four of the OPEN NH sessions of the 2009-2010 academic year. Cohort members may be staff from your own or neighboring districts.
Districts will designate a project manager who will complete one District Cohort registration form for each session of proposed funding.  If funding for Fall 2009 is requested, the fall registration form should be submitted with your application, other session forms should be submitted at least two weeks prior to the start of the OPEN NH session of courses. The registration form is downloadable on the OPEN NH website at http://www.nheon.org/opennh/grants.
*Additional funding may be available to support larger cohorts in larger districts or partnerships.  Funding may also be available to support payment of facilitator/developer stipends through a partner district.  Interested districts should contact the NH e-Learning for Educators project coordinator for more details. 

	Option B
OPEN NH Orientation Support and Promotion


	OPEN NH Orientation Support and Promotion

Districts are eligible for Option B grant funding of up to $2,500 per year to support hosting Orientation meetings and promoting OPEN NH sessions.

Option B provides funding for your district to provide information and support for face to face meetings for OPEN NH participants prior to the online orientation week of each of the four OPEN NH course sessions. Along with the face to face participant support and informational meetings, partner districts would promote the face to face orientation meetings along with the OPEN NH online course sessions during the year.  Proposed activities should include, but are not limited to, the following:

OPEN NH Orientation Sessions

· Host four face to face orientations, one for each OPEN NH session of courses run during the 2009-2010 academic year.  The session dates are provided in a separate section of this document. 
· Introduction/Orientation meetings should be scheduled on either Tuesday, Wednesday, or Thursday of the session start week.  Orientation meeting agenda and guidelines are provided in Appendix C.  

· Provide an appropriate staff member, teacher leader or course facilitator for each meeting to give guidance and technical support to all meeting participants.

· Provide food/refreshments for the meeting participants.

· Provide a staff member, teacher leader with the opportunity to receive orientation training from the OPEN NH Project Coordinator, if necessary.
· Provide the OPEN NH coordinator and the NH e-Learning Leadership Team with a summary of each orientation meeting, including meeting times, attendance, facilitation, food served, connectivity issues, new registrations, and attendee issues/questions within one week of the orientation meeting. A sample Orientation/Promotional Activities Report form can be found in the Appendix D.  The actual form will be submitted online at http://www.nheon.org/opennh/grants.
Promotion of NH e-Learning /OPEN NH Courses

· Host a web page on your district website that provides NH e-Learning for Educators information and links to the NH e-Learning / OPEN NH website for more information, updating when necessary/appropriate.

· Include the NH e-Learning/OPEN NH course opportunities in your regular district PD offerings throughout the year, and within any email advertisements, newsletters, etc. 

· Display NH e-Learning /OPEN NH materials in an attractive display stand in an easily accessible location in your teacher’s area and library/media center.

· Include NH e-Learning /OPEN NH session dates and events on your school calendar.

· Assist other districts within your regional area to link to your website, distribute OPEN NH information and orientation invitations to their staff, via electronic and/or hard copy as appropriate, and include in their school calendar offerings.
· Provide one or more OPEN NH Informational Meetings in which potential participants are introduced to OPEN NH and the NH e-Learning for Educators program.  

	NH e-Learning for Educators Leadership Team
	The NH e-Learning for Educators Leadership Team includes members from the NHDOE and NHPTV partners, as well as Plymouth State University and K-12 educators from NH school districts.  The team meets quarterly to provide guidance and direction for effective implementation of the project and participates in the annual e-Learning for Educators Leadership Academy each fall. Districts that have staff members on the NH e-Learning for Educators Leadership Team are eligible for additional grant funding of up to $3,000 per year to support membership on the leadership team.  Additional funds may be available to support additional team members.
Responsibilities include, but are not limited to the following:

· Attend all leadership team meetings and reporting on promotion orientation partners’ involvement.

· Attend the annual e-Learning for Educators Leadership Academy in the fall of 2009 (tentatively scheduled for sometime in November).

· Coordinate with other district partnerships to facilitate the promotion of NH e-Learning information across the state.

· Coordinate partnership district promotional activities with NH e-Learning /OPEN NH project director, project coordinator, and other NH e-Learning partners.

· Recruit district partnership leaders to attend the e-Learning for Educators Leadership Academy and NH e-Learning Leadership Team meetings.


	District Support and Capacity to Implement
	Successful proposals will demonstrate the appropriate district leadership support and capacity necessary to fully implement a successful NH e-Learning for Educators project in your district. Proposals that include funding requests for more than two sessions should demonstrate ability for continued support and capacity to maintain enrollment numbers in OPEN NH courses for each of the proposed sessions. A completed District registration form with names, email addresses, courses, and telephone numbers should be submitted no less than two weeks prior to the start of each OPEN NH session for which a cohort is funded. If funding is requested for the Fall 2009 Session, a registration form should accompany the application.
Districts must agree to pay 100% of registration fees for participants who drop out of the course after the advertized drop date, or fail to complete the course, or meet the expectations for passing.  The general course rubric and overall expectations can be found online at www.opennh.org. 

	Allowable Activities
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	Consider the types of activities your proposal addresses. In completing your proposal, remember that the most desired activities will be those that can provide answers to the following questions:

OPEN NH Online District Professional Development Cohort

· Include a modest amount of other expenses as needed to support teacher participation (e.g., stipend for teacher leader to coordinate an active cohort of teachers).
· Include process and procedure for insuring the grant only covers educators who complete their OPEN NH courses.
· NOTE: Do NOT include graduate credit fees for OPEN NH courses. While OPEN NH encourages the use of this option for participants, these grant funds may not be used to pay for graduate tuition fees.
OPEN NH Orientation Support and Promotion
· Include a modest amount to support stipends for meeting facilitation and preparation and teacher support for promotion of OPEN NH.
· Include support for snacks offered during the orientation meetings.
· Include promotional expenses for copying or mailing materials.
· Include expenses for any scheduled OPEN NH informational meetings.
Additional funds may be available for other activities that support the goals and spirit of the e-Learning for Educators Initiative. 

	Required Budget Narrative and Forms
	Budget Narrative
A short narrative text should accompany your proposed budget. The narrative should justify the amounts requested in each category as they relate to your proposed project and provide enough descriptive information for reviewers to make a judgment about funding for your proposal.
OBM Form 1
    An OBM Form 1 should be submitted with the proposal. This form is used to authorize all federal projects issued by the NHDOE. When completing this federal projects budget form, it is important that you double check all entries with your business manager before submitting to the NHDOE. (In many districts, the form is normally completed by the business manager.) Sending the form with errors can result in delays in processing your grant. Common errors include missing or incorrect project start and end dates, missing fiscal agent name in “make checks payable to” box, or incorrectly calculated indirect cost amounts. For detailed instructions on indirect cost calculations and other instructions related to OBM Forms, visit the NHDOE Integrated Programs website at: www.ed.state.nh.us/education/doe/organization/instruction/boip.htm 
    See Project Dates section regarding the project start and end dates to be entered on the Form 1.
Obligation and Disbursement Reports 
FY 2009 NH e-Learning for Educators projects may remain open until September 30, 2010. Funding obligations for awarded projects must be reported by a school district no later than the quarterly report which ends October 10, 2010, with final expenditures reported by the January 10, 2011 quarterly report. Budget OBM Forms 3 and 4 from the NHDOE are used for these reports. 
Failure to submit obligation reports to the NHDOE Office of Business Management by October 10, 2010 (and subsequent final disbursement reports by January 2011) will result in the forfeiture of any outstanding obligations.

	e-Learning Resources
	The list below contains various resources about the e-Learning for Educators initiative.
“An Inside Job” – An article about OPEN NH in T.H.E. Journal (7/1/08) 
http://www.thejournal.com/articles/22916 
Alabama Public Television e-Learning

http://www.aptv.org/APTPLUS/ELearning/index.asp 
EdTech Leaders Online/Education Development Center

http://www.etlo.org/  
Boston College e-Learning Research Project

http://www.bc.edu/efe
http://www.bc.edu/research/intasc/researchprojects/eLearning/efe.shtml  

	Submission Instructions

	1. Download the application form, OBM Budget Form 1, registration form, and submission guidelines from the website at: www.nheon.org/opennh/grants. Use the form provided in Appendix A to create your proposal and budget. 
2. EMAIL the complete application electronically as attachments to an email to sfreeda@ed.state.nh.us.  (Two files should be attached: the unsigned cover page with narrative and budget, plus the unsigned OBM Budget Form 1.  If funding is requested for Fall 2009, also attach your cohort registration form for the Fall session).  The subject line of the email should read: 
    OPEN NH Grant Application for <Your District Name>
3. Mail ONE ORIGINAL of the signed application cover page and signed OBM Form 1 on the same date that you submit your electronic application. This paperwork must be postmarked by 7 September 2009. Mail to: 
Stan Freeda

Office of Educational Technology
NH Department of Education

101 Pleasant Street

Concord, NH 03301

	
	
	
	


 
APPENDIX A: Application Format & Content Template
	Cover Page
New Hampshire e-Learning for Educators
OPEN NH Partnership Grants to Districts


	District
	
	
	

	
	

	Option(s) Proposed

Check all that apply
	 FORMCHECKBOX 
 Option A  OPEN NH Online District Professional Development Cohort

	
	 FORMCHECKBOX 
 Option B  OPEN NH Orientation Support and Promotion
 FORMCHECKBOX 
 Option B  OPEN NH Orientation Support and Promotion with Leadership Team Member Support

	
	

	

	Project Director Contact Information

	
	
	
	
	

	name
	
	email
	
	phone

	

	
	
	
	to
	

	address
	
	project start date
	
	project end date

	

	Funds requested
	
	
	

	

	Certification by Authorized Official

	The applicant certifies that to the best of his/her knowledge the information in this application is correct, the filing of this application has been authorized by the district being represented and that the applicant will comply with the conditions and requirements of the OPEN NH District Partnership Grants.

	

	
	
	

	Name of Person Submitting
	
	Position /Title

	
	
	

	Signature of Person Submitting
	
	Date

	
	
	

	
	
	

	Name of District Authorized Official
	
	Position /Title

	
	
	

	Signature of District Authorized Official
	
	Date

	

	Proposal in response to RFP issued by the New Hampshire Department of Education on  14 July 2009

	


	New Hampshire e-Learning for Educators
OPEN NH Partnership Grants to Districts

	IMPORTANT: Applications that do not follow these page requirements will not be read! Applications (excluding the application cover page) should contain a narrative and budget within no more than 6 double-spaced pages using 10 point font size. Please use extra spacing between paragraphs for readability. 

	Project Description (35 points)

Describe what your district (or partnership) will do with the funds if received. Include the options and your scope of work for each option. 

	Delete these instructions and Paste your Project Description Narrative in this box.

Project Description (max 35 points) – Briefly describe how your district (or partnership) will use the funds if received. Provide the OPEN NH sessions your teachers will be participating in and be sure to also include: 
Option(s) – Clearly indicate which option(s) your district is requesting be funded under this grant.  Indicate which OPEN NH sessions will be supported by this grant. Provide the number of teachers who will be taking courses (Option A) in each session for which funding is requested.  Also indicate who will be participating as teacher/cohort or orientation leader for your proposed project.  
Scope of Work – For each option indicated, provide a specific, bulleted list of the work to be performed by the district which would support the proposed funding request, along with the products and/or outcomes that would demonstrate the achievement of that work.

	Leadership Support and Capacity to Implement (40 points)

Describe the leadership support and capacity your district has that will enable you to successfully complete your project.  

	Delete these instructions and paste your Support and Capacity Narrative in this box.

Leadership Support and Capacity to Implement (max 40 points) – Describe the leadership support and capacity your district has that will enable you to successfully complete your proposed project. Evidence includes, but is not limited to, such items as: 
· Names of district staff responsible for each option of your project
· Names of teachers who will be taking OPEN NH courses supported by the grant
· Times lines for the tasks listed in scope of work
· Your school/ district/teachers prior experience with online learning
· Description of how creating district cohorts for online professional development supports your district’s vision for professional development as outlined in your professional development master plan, technology plan, and any other school improvement related plans.
· Building capacity in terms of meeting room size, availability, and online accessibility
· Promotional venues existing in your district
· Professional development requirements or details in your PD master plan
· Support of administration, staff, and/or school board

	Budget Narrative and Totals (25 points)

Format your budget with the narrative in left column and total amounts in right column. Within the narrative, describe a logical connection between expenses and the project goals. Provide enough specifics to give reviewers an idea of what you intend to purchase and why it is needed for the project. The narrative should include: 

· Justification for the major expenditures proposed, especially stipends

· Explanation of any items on the budget sheet that might not be completely clear to a reader

	Budget (Describe as appropriate)
TOTAL
OPTION A

Professional Development (maximum $8000) – Includes the number and name of OPEN NH sessions and the number of seats requested. 

(Do not include any graduate credit fees).

Fall 2009 Session : 6 October – 24 November 2009

# Participants/Cohorts =  

Winter 2010 Session : 3 February – 23 March 2010   

# Participants/Cohorts = 

Spring 2010 Session : 7 April – 25 May 2010    

# Participants/Cohorts =

Summer 2010 Session : 23 June – 10 August    

# Participants/Cohorts =

Paste your narrative for this section of the budget in this box.
Other - Use this budget category to itemize and describe purchases that do not align well to the above categories. 
Paste your narrative for this section of the budget in this box.
OPTION B

Orientation Meeting Expenses (maximum $2500) – Use this budget category to itemize and describe purchases or expenses that fit with the proposed activities to support hosting OPEN NH orientations and support meetings. 
 
Fall 2009 Orientation: 

Date =

Winter 2010 Orientation:   

Date =

Spring 2010 Orientation :    

Date =

Summer 2010 Orientation:    

Date =

Paste your narrative for this section of the budget in this box.
Other - Use this budget category to itemize and describe purchases that do not align well to the above categories. 
Paste your narrative for this section of the budget in this box.
Leadership Team (maximum $3000) – Districts with a staff member on the NH e-Learning for Educators leadership team may use this budget category to itemize and describe expenses necessary to support membership on the NH e-Learning for Educators Leadership Team.
Paste your narrative for this section of the budget in this box.
Indirect Cost (per approved 2008-09 district rates posted at http://www.ed.state.nh.us/education/data/misc.htm)
 
TOTAL
 



 
APPENDIX B: Proposal Scoring Rubric
	 OPEN NH Funding Request 2009-2010
All proposals will be read for quality of the proposal and the capacity of the applicant to successfully implement what has been proposed. Proposals will be scored in each of the three areas described above. Scores must be above 70 for consideration of funding.


	CRITERIA
	No Basis
	Poor
	Average
	Above Average
	Excellent

	Project Description (max 35 points) – Describe what your district (or partnership) will do with the funds if received. Project descriptions should address the following:

· Which option(s) is your district requesting be funded under this grant?

· For which OPEN NH sessions is funding requested?

· How many teachers will be taking OPEN NH professional development courses in each session for which funding is requested?

· Who will be participating as teacher/cohort or orientation leader for your proposed project?  

· What work will be performed by the district to support the proposed funding request?

· What products and/or outcomes  will demonstrate the achievement of your work?    
	0
	23
	26
	30
	35

	Program Description – Total Score (MAX is 35):
	
	
	
	
	

	Leadership Support and Capacity to Implement (max 40 points) – Describe the leadership support and capacity your district has that will enable you to successfully complete your project. Capacity evidence may address such questions as:
· Are the names of responsible staff given for each option of the project?

· Are the names of educators who will be taking courses provided?

· Are there time lines provided for completion of each proposed task?

· Is there evidence of prior experience and/or support of online learning?
· Do district cohorts for online professional development support the district requirements for courses or online learning in your district professional development master plan, technology plan, or other school improvement plans?

· Does the district have the available space and connectivity to host meetings dealing with online learning?

· Does the district already use promotional venues?

· Does the proposal have the support of the administration, staff, and school board?
	0
	26
	30
	34
	40

	Capacity for Success – Total Score (MAX is 40):
	
	
	
	
	

	Budget Narrative and Totals (max 25 points) – Format your budget with the narrative in left column and total amounts in right column. Within the narrative, describe a logical connection to the proposed scope of work. Provide enough specifics to give reviewers an idea of what you intend to purchase and why it is needed for the project. The budget does not need to identify brand names or include “to the penny” prices. The narrative should include: 

· Funding requested for support of OPEN NH professional development courses for each session.

· Justification for the major expenditures proposed, especially stipends.

· Explanation of any items on the budget sheet that might not be completely clear to a reader.
	0
	16
	19
	21
	25

	Budget – Total Score (MAX is 25):
	
	
	
	
	

	TOTAL SCORE (MAX is 100):
	
	
	
	
	


 
  
	APPENDIX C: Orientation Meeting Agenda
The OPEN NH face to face orientation is an optional face-to-face meeting that allows learners to become familiar with the expectations and format of online learning, specific course login procedures, and overall course requirements. The orientation is not specific to individual courses and would also benefit educators interested in registering for an OPEN NH course in the future.  Each course also has an online orientation unit that occurs during the first week of the course.  Learners can become familiar with specific course expectations and get acquainted with their instructor and fellow classmates.  The introduction or orientation meetings your district plans to host should provide the following information to prospective course participants. 


Sample Orientation Meeting Agenda
Orientation Meetings can be scheduled to occur on the first day of the course sessions, or within 3 weeks prior to the first day of a session. Meetings should be scheduled far enough in advance so that all introduction/orientation meetings across the state can be published on the website and promoted by all the OPEN NH promotion venues. Contact the OPEN NH Project Coordinator for meeting materials.
Example of an Agenda for the Orientation Meeting:

Welcome and Introductions

Goals for Orientation

· To introduce participants to the philosophy of online learning.

· To introduce participants to their instructor, fellow classmates, and their course expectations.

· To enable participants to begin their individual online course orientation units.

· To enable participation in the orientation program to be a valuable experience for all OPEN NH participants.

· To create a common set of shared experiences that foster the creation of an online professional education network for NH educators.

· To enable participants in OPEN NH to meet their course instructors and classmates face to face prior to the start of the course by providing accessibility to all NH Educators.

Opening Discussion - Philosophy of Online Learning

OPEN NH Course Format
· Readings/Activities - Every unit will have material for you to read and possible do.

· Course Discussion - Every unit will have a discussion board for you to conduct a rich discussion about the material you are learning with your classmates and instructor.

· Course Project - Every course will have an authentic project that you will develop throughout the course and can use in your teaching practice. 

Demonstration of a Sample Course

· Being Successful with Online Learning (http://www.nheon.org/moodle/course/view.php?id=45)is a freely accessible course available on the OPEN NH Moodle (http://www.nheon.org/moodle) course site. 
Course Quality - Grading Rubric for OPEN NH Courses

Course Evaluation - Pre and Post Course Surveys

Obtaining Graduate Credit for Courses
OPEN NH Registration Procedures

OPEN NH Session Courses - log in procedures and instructions

Questions and Answers 

APPENDIX D:  OPEN NH Orientation Meeting

Sample Report Information
	District
	
	OPEN NH Session
	

	Submitted by:
	
	

	OPEN NH Orientation Support

	Orientation Meeting Date
	
	
	Total Number in Attendance
	

	Meeting Time
	
	
	Number in attendance from outside district 
	

	Facilitator
	
	Number of new registrations submitted at meeting
	

	
	
	Number of new registrations submitted at meeting
	

	Food served at meeting
	

	Report any unresolved connectivity issues:
	

	Report any unanswered general questions:
	

	
	
	
	
	
	

	OPEN NH Promotional Activities

	Provide a brief summary of the promotional activities conducted for the session listed above.  Be sure to include your audience, any web links, and also submit electronic copies of any flyers, pamphlets, etc. that you used.

	Date
	Description
	Web Links

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Insert additional rows as necessary.
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