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Appendix C-3 


SADDLEBACK COLLEGE
DISTANCE EDUCATION / HYBRID COURSE
PLACEHOLDER REPLACEMENT FORM
All Distance Education and hybrid courses are approved for individual faculty members only.  
 FORMCHECKBOX 
   In order to get a course placed in the schedule of classes before a faculty member is approved to teach online, check this box and follow the steps below:
1. Notify the Curriculum office by e-mail that you will be generating a ticket number using a placeholder faculty member.

2. Generate a ticket number in the name of a faculty member who is currently approved to teach the course as DE or hybrid, preferably the Chair of the department.  This person will serve as the placeholder for the course.

3. List the course in the schedule of classes as STAFF.

4. Complete the Distance Education (C-2) form for the faculty member to teach the course as DE or hybrid as soon as he or she is assigned.

5. Complete this form and submit it along with the C-2 form.

6. Once the course is approved by the Curriculum Committee you will receive a notification.  STAFF can then be replaced by the name of the assigned faculty member.

 FORMCHECKBOX 
   If a course has already been scheduled with an approved faculty member and it is necessary to change to a non-approved faculty member, check this box, complete this form, and submit along with the C-2 form once a new faculty member is assigned to the course.

NOTE:  These procedures apply to emergency situations only.  Final approval must occur before the new instructor begins teaching.
1.
Semester for DE version to start:       
2.
Course ID:          Course Title:       
3.
Catalog ID:       
4.
Units:       
5. 
Placeholder Faculty Member’s Name:       
6.  
Name of Faculty Member Who Will Teach the Course:      
7.
Date C-2 Form Submitted:       
8.
Signatures:
Department Chair:



   



Date:


Division Dean:








Date:


9.
Recorded by:

Administrative Assistant:



   



Date:


FOR OFFICE USE ONLY:

Signatures: 


Distance Education Chair: 






Date:




Curriculum Chair:







Date:


Approved by Curriculum Committee:  5/6/2010  

