Course Outline Template


Course Outline Template
To begin writing a course, whether distance or classroom, a course outline is needed. The purpose of this template is to assist in the development of your outline.

Outline Details

It is important to provide details in your course outline. Providing details will help:

· You and the other writers stay on track and on task with what material is needed and wanted,

· Provide a written overview of the scope of the project,

· Streamline the writing process with only the information that needs to be written, and,
· Reviewers (State Leads, Section Chief and /or external Subject Matter Experts) understand the direction you want to take with the project.
The Information Needed

I) The Section Topic

a) Subtopic 1

i) Subtopic 1 details

(1) Subtopic 1 examples

(2) Subtopic 1 activities

ii) Subtopic 1 additional details as needed
b) Subtopic 2
An Example

I) The W-2 Assessment Process

a) Assessment Overview

i) What does policy say about the types of assessment and when needed?

(1) Briefly introduce the types of assessment (W-2 Manual 5.1.1)
(a) Informal Assessment

(i) An ongoing process completed by the FEP/Case Manager

(ii) Information can be gathered from a variety of sources

(b) Formal Assessment

(i) Can assess physical, mental and functional abilities

(ii) Must be completed by a professional

(c) Educational Needs Assessment

(2) When is assessment needed

(a) At application

(b) At placement change

(c) When needed

ii) Informal Assessment Details (W-2 Manual 5.2.1)

(1) The purpose of the informal assessment
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