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DISTANCE LEARNING COURSE/SECTION REQUEST

Any course that has a distance education learning experience component must be separately reviewed and approved by the Curriculum Committee.  Title 5 regulations define distance learning as instruction in which the instructor and student are separated by distance and interact through the assistance of communications technology.

In addition to a course outline of record, pre or corequisite documents, and other course approval supporting documents normally required for the review of a new course, the Title 5 regulations require that the Curriculum Committee solicits the following information and considers it in approving a course to be offered as a distance learning experience.  On a memorandum, the department must provide complete, detailed, and numbered answers with specific illustrations to the questions located on the following page. The department must supply the Academic Services Office with a copy of the existing course outline of record along with this signed document and the memorandum.
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INFORMATION REQUIREMENTS

FOR DISTANCE LEARNING ADDENDUM 
The local curriculum review process for distance learning course proposals includes guidelines to assure an equivalent educational experience for students. The existing course outline is the basis for the distance learning proposal.  This Distance Learning course is required to be equivalent and comparable to its on-campus version in all but the delivery modality. (Distance education instruction is viewed as an alternative instructional methodology only.  Therefore, the existing course outline’s expectations and parameters establish the requirements of the course quality for this proposal.) Separate approval is required for each type of a Distance Learning course (online, hybrid, or TV.) Use this form to describe all Distance Learning types of the course proposed here. 
The following questions (along with suggested format and answers) are to assist the course originator in demonstrating that the distance learning interactions are appropriate and equivalent to the traditional course format, as effective as the existing course expectations, and to document this process. 

Distance Learning Addendum to An Existing Class

[Course name. subject and catalog number]

 [Date]

1. COURSE TYPES & MEETINGS: Identify one or more DL course types that will be appropriate for this course. If any on-campus instructional hours are required, specify how many and for what purpose. 

1. Type & Meetings: 

This course is submitted for review to fit the following delivery formats: [choose any that apply, delete others.  If you select more than one mode, be sure to answer ALL the following questions on this addendum for EACH MODE]
a.
Online - The entire course will be taught through distance learning, online using the Internet.  Online courses may include video content (streaming video or cable broadcast) in which case they may be referred to as teleWeb as well.  There will be no on-campus meetings.  (Or, specify number of planned on-campus meetings and their purpose.  If meetings are required for testing, add the following sentence: Where distance prevents students from taking exams on campus, a proctoring option is available.)
b.
Hybrid course – a combination of face-to-face and [add the DL course type that you intend to use as part of this hybrid course].  The on-campus portion of this course will include [add number] formally scheduled weekly meetings throughout the semester. 

c.
Televised course (Web-supported) - There will be six campus meetings, including orientation meeting and exams. 

2. CLASS SIZE: Is the class size maximum for this course the same as for comparable on-campus classes? If not, what is the difference, and why is this difference being requested? (Note: changes from the normal class size maximum for comparable courses should be addressed in the contract since they affect workload issues.  You will have to formalize this prior to acceptance of this proposal.) 

2. Class Size:
Same as the existing face-to-face [course name] class. 

3. INTERACTIONS: Describe the nature and frequency of instructor-student, student-student, and student-content interactions and provide examples of course components taught using distance learning techniques (e.g. number of on-campus meetings if any, testing, or other evaluation procedures, and approximate breakdown of time to be spent by students per week, % of course time spent on-line, doing individual work, interacting with other students, communicating with the instructor, etc.) 


3. Interactions:
a. Instructor-student Interaction: This interaction provides the main means of communication in the course; typically there are multiple communication exchanges between the instructor and each student every week via individual e-mail, or the course’s communication/collaboration features. A form of interaction will take place at least once a week.  The instructor initiates communication with the students, and responds to communication initiated by the students to ensure effective participation and clarity of material and assignments. The instructor also provides course navigation and information assistance, content processors, assignments, quizzes, and exams; provides as-needed instructional support and encouragement; does all grading, including comments, recommendations, suggestions, etc. on an on-going basis; updates grades on a weekly basis and after each assignment is due; provides instruction and feedback on assignments, projects, quizzes, etc. through use of email, as well as asynchronous (Or add: and synchronous – if you use synchronous, please give example/s) communication features. The instructor informs the students of the frequency and times that s/he expects to conduct any type of communication with the students every week.  [Add course specific instructor-student interaction] 

b. Student-student Interaction: This is an open-ended feature and the backbone of the course.  Students are required to interact throughout the course and communicate regarding its material and homework experience.  Typically, students use asynchronous discussion forum and email for communication and collaboration activities.  [Synchronous communication, such as live online meetings will be used for….  Complete if applicable]
[add course specific steps you will take to ensure community of learners and that student- student interaction indeed occurs] 

c. Student-content Interaction: Students interact with the material provided by the course creators and distributed through [add content source, e.g. Textbook].  [add course specific content source, e.g. study guides not in the book, video tapes (in TeleWeb), etc.] Additionally, to ensure a student-centered e-learning environment, a variety of content processors is provided.  Content processors and practice activities are designed for each content module so that students could assess their comprehension of the course material before they complete a graded assignment.  These activities are designed to ensure individualized learning, providing immediate and specific instructional feedback while addressing different learning styles.  Course material is easily accessible by all students and requires constant (several times each week minimally) interaction for instructional purposes as described below. 

4. INSTRUCTION: Describe how course objectives and content will be delivered (e.g., what are the methods of instruction being used, approximate time schedule, necessary instructional materials.) 

4. Instruction:

The course includes Information, Learning, and Communication/Collaboration features.  The course is divided into the following [add number] modules and each introduces an important topic in the course.  A typical instructional module includes (1) textbook page / CD references; (2) study guides; (3) content processors (instructional activities and practices); (4) discussion forum(s); (5) graded assignment(s); (6) other course-specific components as necessary. 

The course is divided into the [insert number] modules; they coincide directly with those concepts in the course outline.

The material is presented through [add means. e.g. study guides, textbook, video lessons.]  The text is supplemented by instructor-provided study materials and content processors to assist the students in learning the material and in gaining the confidence necessary to complete the course successfully.  [Include all, as needed for learning outcomes specified for your course regardless of its on-campus or online delivery format]  Content processing activities allow students to assess their performance and progress in each module at their own pace within the general deadlines provided.  These exercises provide immediate feedback to ensure progressive involvement and successful completion of each module in the course.  Helpful online resources are provided primarily through web explorations and instructor-provided links to specific topics in the course.  The Web site also contains enriching links to be used in the web exploration exercises.
5. ASSIGNMENTS/EVALUATION: Describe how assignments and methods of evaluation are used so that comparable instructor-student contact is maintained: interactions to assure students’ participation, evaluations that are verifiable, equivalent, and appropriate.  List criteria to substantiate the student learning, explain how these interactions will be measured.

5. Assignments/Evaluations: 



[Select the course type from the following; delete others] 

• Online with NO on-campus meetings
All graded assignments / exams are taken online.  Assessments of various forms are conducted on a weekly basis.  All graded assignments are evaluated on a point system.  Students are able to see their individual current grade at any time during the course.  The graded assignments include text readings, Web explorations, quizzes, essays, projects, and exams.  The bulk of the grade for the course is based on students’ gradual assignment portfolios, essays and projects e-mailed to the instructor, supplemented by graded quizzes and exams taken online.  These quizzes and exams take the form of definitions, identifications, short answer, and essay questions.  Graded objective tests (factual tests) will not exceed 25% of the total grade.  A portion of the grade is based on the student's maintenance of at least one weekly interaction with the instructor and other students as necessary. 

[add course specific information.  Ensure most of the grade is not based on factual assessment activities, e.g. MC quizzes or tests]
• Online WITH on-campus or proctored meetings for exams
Same as above, except that (1) objective tests are (add %) of the overall grade, and (2) students take the objective exams (factual tests) on-campus, or in a proctored environment, at the scheduled exams dates (see section 1, Types & Meetings). 

[add course specific information]

• Hybrid Courses
Same as above, except that (1) objective tests are (add %) of the overall grade, and (2) students take the objective exams (factual tests) on-campus at the scheduled weekly meeting dates (see section 1, Types & Meetings). 

[add course specific information]
• Televised courses (Web-supported)
Same as above, except that objective tests are (add %) of the overall grade, and (2) students take the exams during the class meetings.

[add course specific information]

6. INSTRUCTOR REQUIREMENTS and TECHNOLOGICAL SUPPORT: Describe the instructor qualifications and the support necessary for this course to be delivered at a distance (e.g. the college’s existing technology, instructor training, support personnel, materials and resources, technical support, etc. necessary for faculty and students in this course.) 

6. Instructional and Technological Support:
Technical and instructional support is provided by the Instructional Technology Development Center (ITDC) (itdc@lbcc.edu), the Distance Learning Program (de@lbcc.edu) and through the HelpDesk (helpdesk@lbcc.edu, or by phone at ext. #4511).  The Faculty Resource Center is available for all faculty that teach a Distance Leaning course for research & development support as well as equipment use.

The Department Head will ensure that all instructors assigned to teach this course in any Distance Learning type are currently enrolled / have completed the ITDC "Teach Online" workshop or attended an equivalently qualified Distance Learning instructor training program [specify titles and sources], to maintain requisite skills necessary to instruct such courses proficiently and effectively.

7. STUDENT SUPPORT SERVICES: Describe any additional student support services that are necessary (e.g. counseling, financial aid, bookstore, library, learning centers, etc.) 

7. Student Support Services:

All students have access to S.I.D.E Road: Success in Distance Education project and its various online resources.  Students may also attend CPAS805 – Preparation for Distance Learning course, which uses S.I.D.E. Road as its core curriculum. Other resources available to students include • Online application and registration • Online financial aid • Online orientation • Online counseling • Online tutoring • Online library services (catalog, databases, and resources) • Online bookstore • Online and phone HelpDesk support • Administrative support – DL program office

Additionally, technical support for distance learning students is available by phone (562) 938-4818 and on the Web (helpdesk@lbcc.edu).  [add course specifics]
8. COURSE EFFECTIVENESS: Describe the criteria that will be used to evaluate the effectiveness of this course including student access, student satisfaction, student achievement, retention rate, student training needs, costs, etc. 

8. Course Effectiveness:

The effectiveness of this course will be evaluated primarily by the enrollment, student performance and student evaluation. This course has the potential to be quite successful since it appeals to those students who, for whatever reason, cannot attend regular on-campus classes.  The course is listed on the college's e-courses directory and on the printed LBCC Schedule of Classes; the listing includes the instructor’s e-mail address for direct communication with projected students.  Course technical and time management requirements are listed on the S.I.D.E Road project; resources and tools to meet these requirements are provided.  Another method to assess the course effectiveness is through the use of online student evaluation forms.  A suggested form is available through the Distance Learning program.  This course utilizes a customized version of this form and students submit it to the instructor via email and through a link on the course Web site.


[add course specifics]
9. ACCESSIBILITY: Describe how the design of the course will insure access for students with disabilities including compliance with Level One priorities as defined in the Web Content Accessibility Guides (http://itdc.lbcc.edu), which is required by Section 508 of the Rehabilitation Act.

9. Accessibility

The learning environment used for this course and all Web components of this course are fully accessible to DSPS students and in compliance with Section 508 of the Rehabilitation Act.  The Department Head has ensured that all instructors assigned to teach and / or update the Web components of this course follow the accessibility guidelines provided by ITDC.  The instructors of this course attended the FRC Accessibility training session, or received the information disseminated during the workshop.

