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Handbook
1. Welcome & Introduction

About this Handbook

Welcome Online and Distance Learning Faculty!

The Pasadena City College Distance Education Handbook is a supplemental guide to the Pasadena City
Callege 2011-2012 Faculty Handbook designed to provide additional information about the Pasadena Area
Community College District Policy for Distance Education. This manual is organized as an online document,
so asto furnish information in a navigable format that can easily allow for supplementation and revision as
policies and procedures develop and change. The handbook has been devel oped based on the
recommendations of the PCC Academic Senate Distance Education Committee.

The goals of this handbook areto:

¢ Articulate the mission and goals of the Distance Education Department, especially as they pertain to
the Pasadena City Callege Educational Master Plan.

Provide technical and pedagogical support and resources for faculty teaching online and hybrid
COUrSES.

Furnish information about training and mentoring for online and hybrid course delivery methods.
Inform faculty about the mandatory policies and procedures that relate to distance education courses.
Define best practices in distance education and how those should be incorporated into course design
and delivery.

Offer comprehensive resources for ongoing faculty devel opment.

Contact Information
1570 East Colorado Blvd.
Room: LL148

Pasadena, CA 91106
Phone:(626) 585-7189

Fax: (626) 585-7913



http://online.pasadena.edu/faculty/pasadena-city-college-2011-2012-faculty-handbook/
http://online.pasadena.edu/faculty/pasadena-city-college-2011-2012-faculty-handbook/
http://www.pasadena.edu/ipro/policies/documents/DistanceEducationPolicy3230DE10411.pdf
http://www.pasadena.edu/ipro/policies/documents/DistanceEducationPolicy3230DE10411.pdf
http://www.pasadena.edu/de/
http://www.pasadena.edu/emp/
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2. General Information

Contents

¢ 1 Distance Education Mission, Vision & Core Values
o 1.1 Vision Statement
o 1.2 Mission Statement
o 1.3 CoreVaues
e 2 Definition of Online Learning
o 2.1 Online

o 2.2 Hybrid
e 3 Purpose of Online Learning
e 4 Principles of Online Learning
o 4.1 Principle1
o 4.2 Principle 2
o 4.3 Principle 3
o 4.4 Principle4
o 4.5 Principle 5

Distance Education Mission, Vision & Core Values
Vision Statement

The Distance Education Department will be aglobal leader of educational excellence, innovation,
training, delivery and support of online, hybrid, and web-enhanced instructional formats within and
beyond the Pasadena Area Community College District.

The Distance Education Department will:

o Offer greater access to education via alternative delivery approaches to the present student
population, local school districts and businesses, and currently underserved communities within the
College s district.

¢ Broaden the College’ s outreach beyond the District, include out of state and international markets.

¢ Foster lifelong learning opportunities to meet the changing needs of students throughout their
academic and working careers.

¢ Enhance, maintain and promote extensive online academic student services to support student
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retention and success.

Mission Statement

The Distance Education Department is dedicated to serving the diverse needs of the faculty and
student populations at Pasadena City College by providing high-quality educational experiences that
utilize the latest emerging technologies in electronic course delivery methods.

To achieve its mission, the Distance Education Department will:

e Provide services to support the technological requirements of the faculty and student body.

e Ensure that student instruction, services and support comply with accessibility needs and
requirements.

e Support the devel opment and assessment of learner-centered online and hybrid AA, Transfer, Career
& Technical Education (CTE) and Continuing Education courses.

e Create opportunities for faculty training and development which focus on new trends and effective
practices in online technology and pedagogy.

e Serve as aliaison between the Division Departments and other campus stakeholders regarding
Distance Education policies and procedures.

CoreValues

The Distance Education Department is guided by the following values:

o

Leadership in technological and instructional innovation

Commitment to best practices in distance education for student success
Dedication to open communication and collaboration among key stakeholders
Transparency in the decision-making process

Professionalism and integrity

Excellence in support services

Cultivation of lifelong learning and development

o

o

o

o

o

o

Definition of Online Learning

Distance Education is an approach to learning where instruction takes place outside the traditional
classroom setting. Instead of teaching face-to-face, instructors use electronic or a blend of
face-to-face and el ectronic delivery methods to develop and furnish content for instruction and
interaction with students.
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At PCC there are two modes of distance education instruction:

Online IAn online distance education course is delivered viathe Internet using a
campus-supported L earning Management System (LMS). No on-campus
meetings are required. Students are required to use a computer with

I nternet access as the primary technology and may be required to use other
lavailable technol ogies to acquire and learn course content. Through regular
effective contact, instructor and students interact to compl ete assignments
land assessments and to demonstrate Student L ear ning Outcomes. An
online course will be designated as Online in published campus materials.

Hybrid A hybrid distance education course replaces some face-to-face class time
with online instructional time. Any distance education course that requires
students to attend on-campus orientations, assessments, scheduled class
meetings, or other required activitiesis ahybrid course. A
campus-supported Learning Management System is used to provide course
content replacing face-to-face time. Students must have accessto a
computer and the Internet. A hybrid course will be designated as Hybrid in
published campus materials.

*1f instructors use the LM S to post materials and engage in discussion but do not replace their
classroom time with online instruction, thisis a web-enhanced cour se and is not considered a
distance education course.

Pur pose of Online Learning

Distance education courses support Pasadena City College’ s mission to increase learning outcomes
and expand the College’ s instructional outreach to the community. By offering courses which utilize
the latest technology in electronic delivery methods, students have access to a greater array of
opportunities for learning through individualized, learner-centered instruction and more options for
accessibility of course content.

Principles of Online Learning

Fundamental teaching and learning standards for undergraduate education also apply to teaching
online and hybrid courses. This means that the following principles, based on Chickering and
Gamson'’s best practices for undergraduate education, should inform distance education courses:

Principle 1 Regular effective contact isa California
requirement for distance learning which states that

Establish and maintain Regular Effective instructors must keep in contact with studentson a

Contact. regular and timely basis both to ensure the quality
of instruction and to verify performance and



http://online.pasadena.edu/faculty/handbook/coursequality/
http://online.pasadena.edu/faculty/handbook/coursequality/
http://online.pasadena.edu/faculty/aboutwebenhanced/
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participation status.

Principle 2

Create opportunitiesfor student-centered

In distance education, instead of being the sole
source of content knowledge, the role of the
instructor is as afacilitator. Students should be
encouraged to interact not only with the content

Create opportunities that have practical real
wor |d applications.

|ear ning.
and instructor but also with each other in order to
understand, research and come to their own
iconclusions about the course material.

Principle 3 The activities in distance education courses should

be authentic, that is, based on tasks that students
would have to perform in various setting outside
the classroom. Students should also have chances
to enhance their knowledge about the world
through critical thinking and reasoning skills.

Principle 4

Provide support for each student’slearning
process and autonomy.

Distance education instructor s should engage all
types of lear ners by providing content and
assessments that respect and accommodeate the
different needs, learning styles and strategies of
each student. In addition, instructors should
provide support for students in time management
and academic skill development.

Principle5

Ensure all course content isreadily and easily
accessible to all students.

Instructors should make certain that their courses
meet all the necessary accessibility requirements
(508 compliance). They should also create course
content and assessments that are user-friendly in
terms of technology and provide aternate means
of access to the course material should there be

problems with the Learning Management System.
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3. Faculty Preparation

Contents

¢ 1 Technological Readiness
e 2 Pedagogical Readiness
e 3 Training Process & Requirements

o 3.1 New Online or Hybrid Instructor Training
o 3.2 Training Waivers

The Pasadena Area Community College District Policy for Distance Education states that all new online and
hybrid faculty must have previous online experience or training prior to teaching distance education courses.

Technological Readiness

Faculty members who wish to teach online should not only possess basic proficiency in computer skills but
should also be acquainted with and feel comfortable using more advanced programs and applications. The
following technical skills, listed from least to most complex, are examples of what would be needed to teach
online and hybrid courses:

Basic Computer Skills o Keyboarding
¢ Audio recording (microphone)

Database M anagement e Dataentry
e Data editing
e Database creation

File Management e Create & namefiles

¢ Understand file formats (doc, .docx, rtf, text, JPEG, GIF, PDF, WAV,
MPEG etc.)

e Understand file storage

¢ Organize and manage files

W ordprocessing ¢ Create, edit & save documents

e Use formatting techniques (bulleted/numbered lists, page numbers, etc.)
¢ Insert tables, graphs, and graphics into documents

¢ Create Table of Contents (TOC) and Indexes

Presentation Software ¢ Create, edit & save presentations
e Add multimediato presentation
¢ Record audio narration for presentation

Send & receive emall
¢ Attach documents & pictures

Email



http://www.pasadena.edu/ipro/policies/documents/DistanceEducationPolicy3230DE10411.pdf
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e Participate in email discussion groups/listservs
e Create & manage contact groups
¢ Create & manage discussion groups

| nter net e Understand & use different browser types

¢ Know how to do targeted searches

¢ Understand how to use online databases

e Befamiliar with Y ouTube, Skype, podcasts, blogs, webinars & wikis

Social Networking ¢ Use Facebook
¢ Create Facebook group
o Use Twitter
L ear ning M anagement ¢ Upload content
System ¢ Create, design, and edit course modules

e Make content accessible

¢ Create announcements, discussion forums, blogs, and wikis
¢ Create assessments, surveys, and polls/use the Grade Center
¢ Upload multimedia

e UselIM or chat

¢ Understand & use other learning management system tools

Pedagogical Readiness

The following pedagogical skills are needed to teach online and hybrid courses:

Fundamental Principles ¢ Understand the differences between face-to-face and online instruction.

o Utilize learner-centered pedagogy where concepts of interactivity,
instructor-led facilitation and feedback are core elements.

¢ Create learning activities that actively engage students and which
encourage top-down cognitive processing skills (such as synthesis and
problem-solving tasks)

e Accommodate a variety of learning styles and strategies in both content
delivery and learning activities.

M anagement and ¢ Follow guidelines for regular effective contact with students in both
| nteraction synchronous and asynchronous modalities.

e Communicate and maintain learning objectives.

¢ Cultivate and develop learning communities through group activities.

¢ Create and maintain an atmosphere of trust.

e Clarify clear participation requirements, facilitate and monitor interaction
accordingly.

e Integrate practical tasks into learning activities to illustrate practical
real-world content applications.

¢ Lead discussionsrooted in inquiry that challenge students to question and
develop their own conclusions.

¢ Provide ongoing personalized feedback and suggestions for improving



http://online.pasadena.edu/faculty/handbook/coursequality/
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student performance.

o Make additional resources available for learning.

Technology Integration e |dentify the most appropriate technologies for content and learning
outcomes.

¢ Determine the modalities that are best used for course communication,
discussion and assessment.

¢ Present content that is easily navigable and accessible to all learners.

¢ Integrate multimedia content that meets the learning styles and needs of
all students as well as accessibility requirements.

¢ Encourage cooperative learning through group activities that utilize
current technology.

A ssessment ¢ Provide multiple opportunities for ongoing authentic assessment that
measure both student understanding of course content and participation.

¢ Ensure that assessment tools are linked to learning objectives.

e Useavariety of asynchronous assessment techniques in which students
are able to demonstrate higher-order critical thinking skills.

e Employ multiple assessment strategies to maintain active student
engagement.

e Make use of data from the assessment toolsin Bb9.1 to evaluate the
validity and reliability of the various assessment instruments.

e Incorporate surveysto receive regular constructive student feedback and
integrate it into the course structure. Understand the unique challenges
that affect academic integrity and student authentication in the online

environment.
Accessibility ¢ Create or modify al course content so that it is accessible to students with
disabilities.

¢ Design the course layout so that it is easily navigable and readable and hag
alternate options for students with special needs.

Training Process & Requirements

New Onlineor Hybrid Instructor Training

Faculty who are new to distance education and would like to teach using online technology will need to take
four 4-week courses before being cleared to teach at PCC. These fully online classes are offered through the
@One Project:

1. Introduction to Online Teaching and L ear ning*
2. Building Online Community with Social Media
3. Creating Accessible Online Cour ses

4. Designing Effective Assessments



http://www.onefortraining.org/online-courses
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Contact the Distance Education Department prior to registering to receive a scholarship code to waive the
course fees and then register directly with @One to take these courses.

For information about training to use PCC’'s LMS, CANVAS, check out the L earn Canvas page for on-site
workshops, walk-in labs and links to self-paced tutorials.

In addition to the required @One courses, faculty will be required to participate in a PCC Distance
Education Orientation which meets on campus. The orientation details the PCC course devel opment
process as well as the College’ s policies and procedures as they relate to distance education. The orientation
also introduces faculty to the PCC’ s learning management system. It is best if this orientation is taken after
they have completing the I ntroduction to Online Teaching and Learning course.

Before faculty can teach an online or hybrid course for the first time, it must be formally reviewed and
approved by the Distance Education Department and their Division Dean to ensure the course meets all
College requirements in addition to accreditation guidelines and State and Federal laws.

Training Waivers

Previous Online FFaculty who have taught online at another institution within the past 5 years but
T eaching Experience hot at PCC may be eligible to waive some of the faculty training requirements.
They will need to arrange a meeting with their Division Dean and the Director of
Distance Education to discuss their experience and present a course (Or courses)
that have been taught online. Courses should include all the required elements
n an online cour se from PCC’ s Rubric for Online Instruction PDF. Even if somg
pf the training requirements have been waived, in order to become acquainted
with distance education at PCC, faculty will need to take the Distance Education
Orientation prior to being cleared to teach, and, because of changesin the
|_earning Management System, training on the the CANVAS LMSis highly
recommended (see the L earn Canvas page for more information about upcomingj
workshops and self-paced tutorials).

Previous Online FFaculty who have not taught online but have taken the equivalent coursework,
Training/Certification  Jmeaning courses that cover the same material asthe required four @One classes
isted above, within the past 5 years may be eligible to waive some or all of the
PCC training requirements. The courses must cover the same content as the New
Online or Hybrid Instructor Training. Proof of completion, aswell as course
pescriptions are required.Since technology changes so quickly, if there was any
coursework that was finished more than 5 years ago, all of the required PCC
fraining courses for new online and hybrid instructors will need to be completed
rior to being cleared to teach.

Even if some of the training requirements have been waived, in order to become acquainted with distance
education at PCC, faculty will need to take the Distance Education Orientation prior to being cleared to
teach.



../../../../../contact/
http://www.onefortraining.org/online-courses
http://online.pasadena.edu/faculty/learncanvas/
http://online.pasadena.edu/faculty/files/2012/05/ROI.pdf
http://online.pasadena.edu/faculty/learncanvas/
http://www.onefortraining.org/online-courses
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4. Course Quality & Standards

Contents

e 1 Course Quality: Title 5 Language & Explanation

o 1.1 Section 55200: Definition & Application
1.2 Section 55202: Course Quality Standards
1.3 Section 55204 Instructor Contact
1.4 Section 55206: Separate Course Approval

o 1.5 Section 55208: Faculty Selection & Workload
e 2 Regular Effective Contact in Detalil

o 2.1 Types of Regular Effective Contact
e 3 Guiddlinesfor Regular Effective Contact

o

o

o

Course Quality: Title5 Language & Explanation
Title 5 Distance Education Guidelines were devel oped to describe best practices for quality distance
education in the California community college system. These include: instructor contact, course design and

approval, faculty training and workload and class size caps.

The following sections of Title 5 are most applicable to distance education courses at PCC:

Section 55200: Definition & Application

Policy Guidelines hat thismeans @ PCC:

Istance education means instruction in which the his section provides a general definition of distance
nstructor and student are separated by distanceand education. At PCC, the term Distance Education
nteract through the assistance of communication bpplies to online and hybrid but not to web-enhanced
echnology. All distance education is subject to the ourses. Section 55200 also specifies that al distance
peneral requirements of this chapter as well asthe education content and delivery needs to be accessible

specific requirements of this article. In addition,
nstruction provided as distance education is subject tg
he requirements that may be imposed by the
Americans with Disabilities Act (42 U.S.C. s 12100 et
5eg.) and section 508 of the Rehabilitation Act of

Section 55202: Course Quallty Standards

r

11
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Policy Guidelines

he same standards of course quality shall be applied
0 any portion of a course conducted through distance
pducation as are applied to traditional classroom

ourses, in regard to the course quality judgment madg

pbursuant to the requirements of section 55002, and in
egard to any local course quality determination or
eview process. Determinations and judgments about
he quality of distance education under the course
nuality standards shall be made with the full
nvolvement of faculty in accordance with the
provisions of subchapter 2 (commencing with section
53200) of chapter 2.

Section 55204: I nstructor Contact

nstructors should use the Rubric for Online
nstruction (PDF) to develop, teach, modify and

eevaluate their courses to ensure that best practicesin
nstructional design and implementation are followed.

Policy Guidelines hat thismeans @ PCC:

n addition to the requirements of section 55002 and
y locally established requirements applicable to all
ourses, district governing boards shall ensure that:

e Any portion of a course conducted through
distance education includes regular effective
contact between instructor and students,
through group or individual meetings,
orientation and review sessions, supplemental
seminar or study sessions, field trips, library

nstructors need to make certain that there are
easures for instructor-initiated regular effective
ontact incorporated into online and hybrid course

fdesign and delivery. Regular effective contact means

hat instructors must keep in contact with students on

A consistent and timely basis to both ensure the
nuality of instruction and verify their performance anc
barticipation status. Lack of activity in the course suc

inthe LMS or third party websites indicates a lack

pf regular effective contact. For more information on

workshops, telephone contact, correspondencefegular effective contact as it should be implemented,
voice mail, e-mail, or other activities. Regular fsee below.

effective contact is an academic and

professional matter pursuant to sections 53200

et seg.
Any portion of a course provided through
distance education is conducted consistent
with guidelines issued by the Chancellor
pursuant to section 409 of the Procedures and
Standing Orders of the Board of Governors.

Section 55206: Separate Course Approval

Policy Guidelines hat thismeans @ PCC:

f any portion of the instruction in a proposed or

All online and hybrid courses need to be approved by

12
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Xisting course or course section is designed to be he Curriculum & Instruction Committee viaa

rovided through distance education in lieu of arate approval process. Thisrequiresfiling Form
ace-to-face interaction between instructor and , asupplemental document detailing how the course
udent, the course shall be separately reviewed and ill meet Federal, State, WASC and PCC quality
proved according to the district’ s adopted course andards, specifically requirements for regular
roval procedures. fective contact and accessibility.

Section 55208: Faculty Selection & Workload

Policy Guidelines hat thismeans @ PCC:

e Instructors of course sections delivered via Al faculty teaching distance education courses need
distance education technology shall be selectedgo be trained in best practices for online and hybrid
by the same procedures used to determine al Jnstruction. This means that faculty new to distance
instructional assignments. Instructors shall education need to complete all the requirements for
possess the minimum qualificationsfor the  fOnline or Hybrid Instructor Training. As of July
discipline into which the course’ s subject P11, the course load for online and hybrid faculty
matter most appropriately falls, in accordance fand class size caps are still under negotiation. Please
with article 2 (commencing with section efer to the Course/Teacher Load and Class
53410) of subchapter 4 of chapter 4, and with JCap/Normal Closing Numbers sections of this
the list of discipline definitions and andbook for the most current recommendations.
requirements adopted by the Board of
Governors to implement that article, as such
list may be amended from time to time.

The number of students assigned to any one
course section offered by distance education
shall be determined by and be consistent with
other district procedures related to faculty
assignment. Procedures for determining the
number of students assigned to a course
section offered in whole or in part by distance
education may include areview by the
curriculum committee established pursuant to
section 55002(a)(1).

Nothing in this section shall be construed to
impinge upon or detract from any negotiations
or negotiated agreements between exclusive
representatives and district governing boards.

Regular Effective Contact in Detail

Establishing and maintaining regular effective contact is an important aspect of delivering an online and
hybrid course. It isnot only a Title 5 requirement, but is also a practice that encourages and facilitates

13
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student-centered instruction and increases student learning outcomes.
Types of Regular Effective Contact

Interaction in the distance education classroom takes place in four ways:

Instructor Student

Instructor-Student Examples:

¢ Course announcements

e Messaging viathe LMS

¢ Personalized feedback

¢ Discussion boards

e Chat/IM

¢ Videoconferencing/Skype
¢ Phone/voicemail

)

Student Student

Student-Student Examples:

e Messaging viathe LMS

¢ Discussion boards

e Chat/IM

¢ Collaborative projects: group blogs, wikis

14
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Student Content

Student-Content Examples:

e Modulesonthe LMS

e Lectures (recorded/streaming)

¢ Podcasts/webinars/screencasts
¢ Videoconferencing/ CCCConfer
¢ Discussion boards

Student Interface

Student-Inter face Examples:

e Computer hardware
¢ Internet browsers

o Software applications
e Modulesonthe LMS
¢ Discussion boards

Guidelinesfor Regular Effective Contact

The following are examples of how to implement regular effective contact:

| nitiated | nteractions ¢ Include meansfor all types of interaction in the course design.

o Utilize appropriate media for accessibility.

¢ Design daily or weekly assignments and projects that promote
collaboration among students.

e Model course netiquette at the beginning of the semester with
instructor-guided introductions.

¢ Pose questions in the discussion boards which encourage various types of
interaction and critical thinking skills among all course participants.

e Monitor content activity to ensure that students participate fully and

15
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discussions remain on topic.
¢ Create a specific forum for questions regarding course assignments.
¢ Ask students for feedback about the course on aregular basis and revise

content as needed.
Frequency & Timeliness o Establish guidelines for frequency of contact that are the same asin the
of I nteractions face-to-face classroom.

o Make known response time for student questions/inquiries and assignment
feedback (e.g. 1-2 business days).
e Maintain an active daily presence, particularly during the beginning weekd

of acourse.
¢ Give frequent and substantive feedback throughout the course.
Expectations for ¢ Specify course policy regarding frequency and timeliness of all contact
| nter actions initiated by the instructor in the syllabus.

e Explain course policy regarding student-initiated contact (where to post
guestions, assignments, etc.) in the syllabus.

¢ Qutline and explain netiquette in initial course documents.

¢ Clarify important dates, such as assignment and assessment deadlines not
only in the beginning but also throughout the course.

Absences from ¢ Inform students immediately of course designee should an illness, family

| nteractions emergency or other unexpected event prevent continuing regular effective
contact for a prolonged period of time.

¢ Let students know when instructor-initiated regul ar effective contact will
continue.

16
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5. Program Development

Contents

e 1 Qverview

e 2 Project 90 & Distance Education
¢ 3 Planning DE Course Offerings

Overview

The Distance Education Department at PCC is committed to helping divisions and individual departments
develop the highest quality online and hybrid courses. Our goal isto provide program Deans, Administrators
and Department Heads with the information needed to establish online programs, certificates and courses that
will best suit the College’'s Project 90 Educational Master Plan.

Project 90 & Distance Education

The Project 90 Action Plan Executive Summary includes 15 Action Items that address Mission Critical
Priorities. Many of these Action Items are germane to the development of distance education courses.
However, the first two are particularly relevant:

o Systematically increase number of courses available for Transfer and Basic Skills courses until
needs are adequately addressed.
e Develop acomprehensive online education curriculum.

The following strategy best describes the priority distance education courses should have in terms of program
devel opment:

D2: Develop cohort pathways to ensure program and course series are aligned in alogical sequence
for efficient completion.

What this means then, is that online course offerings should:

1. Bepart of adegreeor certificate. They should not be standal one courses.
2. Concentrate on high impact cour ses.

17
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3. Be developed by faculty well-ver sed in current online lear ning pedagogy in conjunction with the
Distance Education Department to ensure:

e Course quality
e Compliance with 508 (accessibility), FERPA (privacy) and accreditation standards

Delivered by faculty who have met the training requirements for online teaching.

Planning DE Course Offerings

The process to develop and get an online course approved can take up to 300 hours. Because of this, it is

important to carefully consider the following questions when making the decision about which coursesto
offer online.

How does this course fit into the current
program plan?

What impact will this

course have on the

department’s enrollment
umbers?

Is this a course that could
be part of a GE/degree/
certificate fast track?

What are the department’s
resources for course development?

Course should/should not
be developed

Text Equivalent of Image

18


http://online.pasadena.edu/faculty/handbook/coursedevelopment/timeline
http://online.pasadena.edu/faculty/handbook/programgdevelopment/questions-resized/
http://online.pasadena.edu/faculty/handbook/textversion/#programquestions

Handbook
Pcc ON LI N E 5. Program Development

Faculty Eesources

The worksheet below is designed to give a better idea of whether or not the department should pursue
developing an online/hybrid course proposal in the current C&1 cycle.

e Program Development Wor ksheet 97-2003 (Click “Enable Macros’ to fill in form.)
e Program Development Worksheet, Accessible Version (DOCX)

19
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6. Cour se Development

Contents

e 1 Course Mode Considerations

o 1.1 Fully Online Courses
o 1.2 Hybrid Courses

e 2 Course Development Timeline

o 2.1 Sample Timeline (Fall C&1 Cycle)

e 3 Course Development Process
o 3.1 Initiate Process

= 31.1 SUMMER
o 3.2 Work on Course Map/Plan
= 321 FALL
o 3.3 Course Development
= 3.3.1 SPRING/SUMMER
e 4 Model Courses
e 5FormD
o 5.1 Purpose of Form D
o 5.2 Policies Related to Form D
o 5.3 Whento File Form D
o 5.4 How to File Form D

Course Mode Consider ations

The decision to create and teach afully online or hybrid course depends on severa different factors. While
there is some research that suggests student retention may be higher in hybrid courses (Dzuiban & Moskal),
whether or not to create an online or hybrid course should be contingent upon the availability of resources
and the learning outcomes to be met for each department.

The following are some advantages and disadvantages of fully online or hybrid courses:

Fully Online Cour ses

Advantages

Disadvantages

e Convenient for out-of-district students

¢ Onetype of learning modality (electronic
delivery) for students to manage

¢ Reduced student commute time/resources

¢ Student authentication more difficult to
establish

¢ Problems with technology harder to handle for
students not familiar with distance education
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needed to go to classes

e Increased course offerings without increased
classroom space

e Less need to worry about scheduling
classroom space

e More difficult for some students to feel they
are learning without face-to-face instructor
contact

Hybrid Courses

Advantages

Disadvantages

e Easier for instructors to know their students

e A wider range of learning opportunities to
make the best use of each modality

e More opportunities to document student
learning

e Student authentication easier to establish —
instructors have the chance to interact with
students both face-to-face and online

e Technological problems handled in both the
face-to-face and online environments

e Lessconvenient for out-of-district students

¢ Decreased face-to-face class meetings easier to
equate with lessened course workload

e On-campus physical resources (classroom
space, office hours, lab time) used

Course Development Timeline

The process to develop anew online or hybrid course for instructors new to teaching online takes about a
year. The actual development and design of the courseis approximately 300 hours. The time frame for
creating a course depends on the amount of time it takes for instructors to train and whether or not the course
will need revisions during the Curriculum and Instruction (C&1) Committee approval process. A new
distance education course will be taught in the first full semester after it hasbeen approved and cleared to
teach by the Distance Education Department, with the exception of courses approved in Spring 2013,

which will be taught in Summer 2014.

The job of the Distance Education Department is to advise and guide faculty during the course development

process to make certain that each new course meets all

Sample Timeline (Fall C&1 Cycle)

PCC standards for best practices.
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*Note: Distance Education policy and timeline pending.

Text equivalent of image

Consideration & Voting

Course Development Process

Plan Your Proposal C&I Curriculum Training Course Development Course Goes Live
v ¥ ¥
Submit C&/ Proposal Faculty Assigned to C&l DE Course Review &
Summary Form Cohorts Approval
& ¥
Begin Online Training {as C&I Proposal Feedback
needed)
12  J
Contact the DE DE Form D Consultation
Department w/f DE Department
&
DE Form D Approval by
DEDepartment
2
C&I Committee Review
[ ]
C&I Proposal

The more detailed steps for developing a new distance education course are as follows. For specific C&l
information, see the FALL 2012 C& 1 Committee Deadlines & Meeting Dates and the SPRING 2013 C& |
Committee Deadlines & M eeting Dates.

22



http://online.pasadena.edu/faculty/files/2012/02/CI-New-Process-Graphic.jpg
http://online.pasadena.edu/faculty/handbook/textversion/#coursetimeline
http://www.pasadena.edu/educationalservices/candi/
http://online.pasadena.edu/faculty/files/2012/02/Copy-of-Spring2013CANDICALENDAR.xlsx
http://online.pasadena.edu/faculty/files/2012/02/Copy-of-Spring2013CANDICALENDAR.xlsx
http://online.pasadena.edu/faculty/files/2012/02/Copy-of-Spring2013CANDICALENDAR.xlsx

Handbook
Pcc ON L I N E 6. Course Development

Faculty Eesources

Initiate Process

SUMMER Plan Y our Proposal e In the beginning of the Summer Intersession, faculty
should meet with their Division Dean to ensure proposed
course meets Division & College goals.
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Contents

¢ 1 Design Fundamentals

e 2 Bloom's Taxonomy
e 3 Using Bloom's Taxonomy

Design Fundamentals

Best practices for online course design are similar to those in the face-to-face classroom. Building upon the
Principles of Online L earning, the goal for any course developer isto create opportunities that not only
provide students with access to course materials but also foster interactions with both the content and other
studentsin ways that stimulate higher-order thinking processes.

Basic Principlesfor e Learning isan active process and takes place when students are engaged

Cour se Design with the materials in a meaningful way.

e Students have lear ning style preference(s) — visual, auditory,
kinesthetic — that impact how they process information. Online materials
and activities should reflect a balance of different modalities to
accommodate these styles.

¢ Students bring their own experiences and background knowledge
(schema) to the course. Course activities should provide ways to activate
students' schema about a topic and use that information to scaffold (build)
upon their knowledge.

e Students learn best when called upon to integrate course materialsin a
way that hasreal-world applications.

Bloom’s Taxonomy

Bloom’s Taxonomy is a classification of

lear ning which is useful in understanding the
different processes — cognitive, affective and
psycho-motor — that students employ to learn. Even
though all skill sets are important for online course
devel opment, the cognitive domain provides a useful
rubric for the fundamentals of course design.

The diagram represents arevised model of Bloom’s
Taxonomy where the point of the pyramid begins with
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the lower-order skill, remembering. Higher-order
skills are not listed in a hierarchy but are rather seen
as parallel cognitive processes.

Text equivalent of image

In many traditional classrooms, for example, students are often called upon to simply memorize facts and
data and recite them in some form such as objective (true-false, multiple-choice, fill-in) tests. Such
‘lower-order’ skills can have a place in the classroom but, if used in conjunction with *higher-order’ skills
will provide greater opportunities for learning than if used in isolation. An example of thiswould beif a
true-false ‘test’ is given at the beginning of a unit for students to assess their knowledge of a new topic and
their results then used as a prompt for a goal -setting/reflection of what they would like to learn.

Using Bloom’s Taxonomy

Although course design involves a complex combination of pedagogical materials and activities, Bloom’s
Taxonomy provides a straightforward way to frame language for classroom activities. It is important to keep
in mind that even though the concepts are linear in the taxonomy, there is often overlap between skills. An
activity or project that might be in the creating domain, for example, can also include skills such as
analyzing, applying and remembering.

The following chart describes each skill in greater detail giving sample language that can be used can useto

scaffold and construct activities for the classroom, as well as examples of student-centered activities that can
be used in distance education.

SKILL [DEFINITION MPLE [SAMPLE ACTIVITIES
PNGUAGE
ROMPTS
REMEM [Studentsrecollect  Jist, define, describe, ¢ Creating outlines/bulleted
BERING jnformation they dentify, match, label lists/charts
have received. e Bookmarking
¢ Brainstorming (using mind-maps or
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| | | other graphic organizers) |
UNDERS|Students explain pexplain, paraphrase, e Engaging in discussion, §log,
TANDIN jnformation and concepts. pummarize, interpret, give VoiceThread or wiki sunjmaries of
G an exampl e of content
¢ Creating paraphrases or gostracts
based on content
¢ Creating and posting quij questions
for other students
KRPPLYI [Students utilize new ppply, construct, predict, e Generating survey questipns
NG nformation. 50l ve, use e Asking interview or survy
guestions
e Creating projects (e.g. mrketing
project, presentations)
e Creating a blog post/wikijentry
e Doing problem sets
IRNAL Y Z[Students break-down, i stinguish, e Creating Venn Diagrams
NG pxamine and infer compar e/contrast, e Analyzing charts, graphs] case
meaning from new examine, break down, studies
nformation. dentify, infer ¢ Researching sources for term papers
e Commenting on discussf,
VoiceThread or blog po
F\V AL UAStudents assess their compare, evaluate, e Writing persuasive essay
TING ppinions of and reactions jnterpret, defend, support, e Creating critiques/criticalf reviews
fo content. explain, justify ¢ Debating/discussing via forums or
chat
e Commenting on discussi¢ns,
VoiceThread or blog po
o Completing self or peer rpviews
CREATI [Students construct combine, create, construct, ¢ Creating how-to manualq podcasts,
NG something new using fevise, design, compose, webinars, collaborative Wikis,
[undamental principles pxplain, compile multimedia presentationg
rom course materials. e Doing simulations
e Designing a new approadn to a
problem
e Doing project-based task§ (creating
presentations, survey projects,
portfolios, capstone projcts)

To learn more about best practicesin course design, the @One Project offers a course, I ntroduction to
Online Teaching and L earning. Contact the Distance Education Department to receive a scholarship code

prior to co

urse registration.
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e 1 Assessment Fundamentals
e 2 Formative & Summative Assessment
o 2.1 Formative Assessment
o 2.2 Summative Assessment
o 2.3 Integrating Assessment Types

e 3 Authentic Assessment & Course Design
o 3.1 Incorporating Authentic Assessment

e 4 Evaluating Authentic Assessment
o 4.1 Rubrics
o 4.2 Benefits of Rubrics
o 4.3 Types of Rubrics

o 4.4 Creating Rubrics

Assessment Fundamentals

Integrating various methods of assessment into the course design is essential to help students meet learning
outcomes.

A ssessments should: be aligned with student |earning outcomes.
be integrated into the course design.
include both formative and summative elements.

evaluate higher-order as well as lower-order skills.

Formative & Summative Assessment

Assessments are used at the end of alearning unit to measure the knowledge students have gained.
Traditionally, assessment mechanisms have taken the form of high-stakes objective-based tests and quizzes
(multiple-choice, true-false, fill-in, short answer). Truly understanding how much a student is learning in the
distance education environment, however, means incorporating authentic assessments aimed at evaluating
not just students’ knowledge, but also how well they are able to apply that knowledge to real-wor ld tasks
that require higher-order cognitive sKills.

When creating assessments for a coursg, it is helpful to think of the two major types of
assessments, for mative and summative.
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Formative Assessment

Haw Caortant
Cancepls

I

Ciscussian
Paat

Deaper Faedback from
understanding ather students

ol contant ‘ ~ and instructor

Text equivalent of image

IAssessment that iscarried out in order toform a
picture of thelearning process. Formative
assessments are ongoing and can be used by both the
student and instructor to gather information about how
well the course is meeting the needs of the students.
\With formative assessments student participation
plays an active role, as feedback is used to develop
and set goals to further student learning outcomes.

Discussion posts and journals are examples of this
type of assessment.

Summative Assessment

0 ) - : o

IAssessment that isused to measure what students
have lear ned/master ed. Summative assessments
involve assigning a grade and are generally the most
common form of assessment in the traditional
classroom environment.

End of the unit tests and term papers are examples of
this type of assessment.

equivalent of image

Text
equivalent of image
Integrating Assessment Types
It might seem that formative and summeative
assessments are mutually exclusive. However, when
assessment is a cohesive part of the course design,
- there is often a balance of both assessment types.
@ \When formative assessments are used in conjunction
/ with summative assessments, they will provide a more
complete portrait of student learning. Thisisaso
/-' known as continuous assessment.
For example, instructor feedback on term paper
outlines and drafts and peer reviews can be used by a
Final Paper (Graded) Textstudent for afinal draft that receives aletter grade. In

this process-oriented approach to assessment, both
the instructor and student adjust their teaching and
|earning during the first part of the project, resulting in
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| lafinal product that receives a grade. |
Authentic Assessment & Course Design

When incorporating formative and authentic assessments into course design assessment shifts from the
evaluation of knowledge through an isolated testing event to a measure of the performance (known as
per formance-based assessment) of how much students are learning. Assessment is no longer linked to a
single grade on amidterm or final, but rather is seen asintegral to cour se design, and determines what
instructors need to do to adjust their teaching in order to meet student learning outcomes.

| ncor por ating Authentic Assessment

Many of the sample taskslisted in the table describing Bloom’s Taxonomy can be used as formative
assessments for projects that are formally evaluated. The diagram below illustrates the difference between the
use of traditional assessments focusing on lower-order skills such asremembering and under standing and
the use of authentic, performance-based assessments focusing on higher-order skills such as analyzing and
evaluating for an assessment at the end of atextbook chapter.
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Assessment Authentic Assessment

7 N7 aVa N/ aVa !
Chapter
; ; . . assessment
Pre-reading Discussion Discussion (blog, journal
: post response :
Chapter quiz self o Skills: or project)
Skill: assessment Skills: Understanding || SKills:
Remembering Skill: Understanding Evaluati 9 || Understanding
Evaluating Evaluating Avalua nd Evaluating
Applying PpPlying Applying
Creating
\ J J\ J\ J\ y.

Text equivalent of image

Because assessment in the traditional classroom is often limited to one quiz or test that demonstrates recall
(and/or perhaps just guessing) of information, instructors have less information available to them to assess
student learning. When using authentic assessments, however, instructors have more documentation and are
therefore able to gain deeper insight about a student’ s actual comprehension of the content.

The same holds true for midterm and final projects where, instead of having a single high-stakes exam,
assessment can be based on alonger term project. Each step of the assessment task is integrated into the
course and completed incrementally over a period of time. In thisway students have the benefit of instructor
feedback early on in aproject and can then adjust their work as needed.

This means that students are not only evaluated on how well they do on the final project, but aso on their
ability to incorporate instructor (and perhaps peer) feedback into their end product. Perfor mance then
becomes a process linked to lear ning outcomes as opposed to a recitation of content.
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Evaluating Authentic Assessment

Objective tests focus on discrete items where one thing at atimeistested in isolation. Using authentic
assessments, however, means that instructors need to approach evaluation differently. Instead of looking for a
specific answer to a question, the entire student work is assessed holistically based on a set of criteria
relevant to the project. Thisis done through the use of rubrics.

Rubrics

Rubrics are tools that outline the quality standards for student successin an assessment. Descriptionsin a
rubric are directly linked to the learning objectives of a particular assignment or project. When these
benchmarks are used and given to students prior to turning in their assignments, students know what is
expected of them. This gives students more opportunities to reflect on and revise their work and ultimately
more control, or autonomy, over their own learning.

Benefits of Rubrics

Rubrics: more closely align assessments with student |earning outcomes.
clearly communicate course and instructor expectations.

assess awider range of skills and performances.

give students greater autonomy in their learning.

evaluate both the process and the product of a student work.

Types of Rubrics

There are two main types of rubrics used in higher education — analytic and holistic. While each type of
rubric has advantages and disadvantages, in distance education, analytic rubrics are used most often because
of the amount of detailed feedback they provide students.

Analytic Rubrics Holistic Rubrics
e Criteriafor success are listed separately. o Criteriafor success are all listed together.
e Provide more detailed feedback about ¢ Provide general information about
performance. performance
e Focus on criteriafor success. ¢ Focus on ascale of performance.
e Take moretimeto create (at first). e Takelesstimeto create.
e Are used to evaluate authentic assessments. ¢ Are often used to evaluate general proficiency.

This shows an example of an analytic and holistic rubric from DePaul University.

Creating Rubrics

Numerous resources exist for creating and modifying
rubrics for distance education courses. Many websites,
ch as Rubi Star, have rubrics which can be modified
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ctep 1 ' it acei  obiecti ' to meet individual course needs. Most learning
e e | |IST assighment objectives .
g g ] management systems like CANVAS also have
< - — interactive rubric tools to aid in the grading process.
Step 2 e Develop quality work criteria
P for each objective

For more detailed information about how to create

Step 3 { rubrics, check out the CREATING RUBRICS PDF.
benchmarks & point values

Step 4 { e Write benchmark descriptors

for quality work criteria

equivalent of image
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Typesof Course Materials

In the face-to-face classroom it is common to use publisher-created textbooks and course content. This type
of content still existsin distance education in the form of ePacks (also known as Course Cartridges).

There are, however, many different options for adopting, adapting and creating multimedia course content for
the online environment that provide affordable alternatives to traditional textbooks. In addition to the various
instructional technology tools that can be used to create original course content, there are also many openly

licensed eTextbooks, eBooks and CourseWare, known as Open Educational Resour ces (OER).

e-Packs

e-Packs (sometimes also referred to as Course Cartridges) are prebuilt courses created by publishers for use
in distance education courses. e-Packs are different from companion websites for textbooks or eBooks (or
eTextbooks). Companion websites provide supplemental materials to atextbook; eBooks are texts that
have been converted to digital format. e-Packs are entire publisher-developed cour ses that can often be
loaded directly into the LMS.

e-Pack Considerations

At first it might seem that using e-Packsis beneficial, since having content that is already created can reduce
the amount of time it takes to develop course content and activities. e-Pack content directly matches that in
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the textbook and is customizable (meaning that instructors can choose the order and content they wish to
make available to students). There isalot of engaging and well-developed content available .

However, when considering an e-Pack for a course, it isimportant to understand there are some issues with
e-Packs that may outweigh the benefits. Befor e adopting an e-Pack for a course, it isnecessary to make
certain that the e-Pack addressesthe following criteria for best practicesin online education and
compliance.

L egal Title 5 regulations (Section 59402) specify that students in distance education
courses must be able to use electronic materials in the same way as they would
face-to-face textbook materials. This means that students should be able to
download, save or print materials not only during the course but after it as well.
ANy e-Pack that does not allow students to save materialsisin violation of Title 5
regulations.

Financial In addition to tuition and what students have to pay for textbooks, publisher
e-Packs charge additional feesfor course access codes.

e e-Pack codes cost anywhere from $15-$100 per course.

¢ How and where to purchase e-Pack codesis not always clear (online,
bookstore, bundled with the textbook). When publishers require students
to buy codes online it may be aviolation of student privacy rights,
because it requires students to log in and use a credit card on athird party
website.

¢ Students who buy used texts may still have to pay full price for an e-Pack
code.

¢ Often the cost of the code is not refundable, creating an additional
financia burden for students who drop the class.

Accessibility Because e-Packs are created by arange of publishers, there is no guarantee that

the materials will be accessible to students with disabilities. Generally eBooks

that come with a course are compliant, but the added content (flashcards, etc.)

may not be. For some students, assistive technology and support may be

available, but it may require students to log on to third party websites, which can

Vviolate student privacy laws.

Each individual e-Pack must be evaluated for accessibility prior to adoption.
Copyright e-Packs are publisher-created and copyrighted material. Instructors can tailor the
content to meet their needs. Any page that has publisher information on it must
have the appropriate copyright information. Instructors can insert notes and
comments onto copyrighted pages.

For most e-Pack publishers, content generated by instructors remains the
intellectual property of the instructor. However, it is best to check with the

34



http://www.gamutonline.net/district/novato/DisplayPolicy/411091/8

PCC

ONLINE

Faculty Resources

Handbook
9. Course Materials

individual publisher to ensure that thisistheir policy.

Privacy

All e-Packs must follow federal guidelines for student privacy, otherwise known
as FERPA compliance. Publisher e-Packs are not always FERPA compliant.

¢ e-Packs are sometimes hosted on third-party websites, meaning that
students have to leave the LMS order to access information or contribute
to the course.

o If thereisachance that student educational record data— grade,
comments, roster information — is stored on awebsite outside the LMS,
this could violate FERPA guidelines.

Students cannot be required to use a site that requires them to reveal any
Information other than directory data. In addition, if students are required to use a
third-party publisher site, they will need to be issued aliasesif that website is not
FERPA compliant.

Pedagogical

There are numerous concerns with e-Packs and best practicesin online
I nstruction.

¢ e-Packs are created by the publisher, and as such, may not meet the
quality standards for the Course of Record.

¢ Even though e-Packs are customizable, there is not as much flexibility
about how the content is presented than there isin instructor-devel oped
COUrses.

¢ Differences between the e-Pack material (tone, type of content,
organization) and what the instructor creates may be confusing for
students.

¢ Presentation of material and assessmentsin e-Packs often do not
encourage collaborative, student-centered or critical thinking activities.

e Itisnot aways clear to students how to access and use content,
particularly if they have to register at third party websites. Students may
be so overwhelmed by dealing with different content delivery systems that
the course quality suffers.

'Technical

There are a number of technical issues with e-Packs.

e Thereislimited on-campus tech support for e-Packs. Most technical
issues need to either be dealt with by the instructor or go through the
publisher. This shifts the focus of instructor from content delivery to tech
support.

e Instructors need to make certain they have the right version of the content.
With each new textbook edition, faculty need to double-check that they
have an updated version of the e-Pack.

e |t can take up to 2 weeks to acquire and load e-Pack content onto the
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LMS.
¢ Moving content to new courses can sometimes present problems
depending on what course section the e-Pack content is linked to.
In cases where e-Packs are being considered for course content, faculty should work with the Distance
Education Department prior to adoption to ensure that the e-Pack meets all the necessary requirements.

I nstructional Technology

The CANVAS LMS has many tools —like DISCUSSIONS, COLLABORATIONS, CHAT — that can be used
to design and deliver online/hybrid courses. There are also additional tools available for devel oping content,
creating community and enriching students’ |earning experiences.

Instructional technology is always developing, and (particularly with the Millennial Generation), it is
important when teaching online to recognize the positive effect incorporating a range of tools can have on
student learning outcomes, motivation and retention (Hai-Jew).

New generations of online learners have learned to expect regular rollouts of newer, better, and faster
levels of technological expertise. What is innovative and new in a curriculum today becomes ssmply
the baseline expectation of new generations of learners. Everyday exposure to sophisticated
production values in multimedia applications creates expectations among students that online courses
will have similar production values; anything less can draw negative responses about the course as a
whole.

These relatively new technol ogies enable students to represent ideas in different formats, which
enhances their deep learning along both visual/spatial and auditory/verbal information channels.
Material that originated in digital form can be readily deployed in online immersive sites or on
different platforms.

For more information about instructional technology resources for online learning, please check out the
I nstructional Technology resources page.

Open Educational Resour ces
According to Atkins, Brown & Hammond, Open Educational Resources (OER) are:

“ ... teaching, learning, and resear ch resour ces that reside in the public domain or
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have been released under an intellectual property license that per mitstheir free
useor re-purposing by others. Open educational resour cesinclude full cour ses,

cour se materials, modules, textbooks, streaming videos, tests, softwar e, and any
other tools, materials, or techniques used to support accessto knowledge.”

Differ ences between OER & freeresources

The line between OER and free internet/el ectronic resources is not often clear-cut. But in general, OER
materials have “...an open license that promotes sharing and remixing” (Baker). Free materials, on the other
hand, may not require a fee but may have additional restrictions (such as copyright or specific attribution
requirements) that limit their use even though they may still have educational applications under the Fair
Use/TEACH Act.

Typesof OER materials
OER encompass a vast variety of learning resources including:

¢ Textbooks/eBooks
Audio files/Podcasts
Webcasts
Videos/Multimedia

L esson PlangModules
Academic Journals

e Courseware
Assessments

Learning Objects

Reasonsto use OER

Secretary of Education, Arne Duncan, in the video Why Open Education Matters gives several reasons why
ingtitutions and instructors should adapt OER. Among them, OER are:

o Affordable
o Adaptable
¢ |nnovative

OER provide access to educational resources for students who may not otherwise be able to afford them.
And, because OER are open-source, instructors can often tailor materials to best meet their learners’ needs,
using the most up-to-date technology and multimedia content.
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For an overview of how OER can impact learning, check out this video by Nadia Paola Mireles Torres and
the design firm, Funktionell.

(To watch the video with English captions, click the Y ouTube icon on the right corner and then when the
video starts, click the yellow pop-up at the top of the screen.)

Advantages/Disadvantages of OER

Aswith any materials used or adopted for course content, there are several advantages and disadvantages to
keep in mind when considering OER.

ADVANTAGES

Flexibility Because OER are created outside the constraints of traditional publishers, they arg
usually customizable (depending on the type of license they are released under).
This means that OER can often be adapted to best serve the specific needs of a
course or institution. Author(s)/devel opers also have greater tractability in terms
pf incorporating collegia feedback into their revisions.

Pvailability OER are available through various web-sites and repositories and are usually

pffered in avariety of formats like PDF, .doc, HTML. In addition, because OER
pre often in digital format, students can usually access them from arange of
mobile devices.

JAffordability

Most OER formats are available for free or low-cost to students (materials online
pre free, but some OER may charge a nominal fee to download or print
materials).

Originality/Innovation

Traditional textbooks are often limited by release deadlines and pre-set templ ates.
OER can incorporate innovations in pedagogy and technology (such as
project-based learning or multimedia) that are often beyond the scope of
conventional publishing houses.

| eading Edge Trends

nstead of relying on a new edition of atextbook to come out (which may often
plready be outdated by the time of publication), OER can usually be updated to
nclude the latest, most current source material or can integrate cutting edge
fechnological innovations.

DISADVANTAGES

T echnology

Since there is arange of technology that different OER employ, these resources
may be difficult for students to use who have limited access to the internet or
imited resources to purchase/download specific software.

Accessibility

ODER materials would need to be vetted to ensure that they are 508 compliant.

Quality

Because a single peer-reviewed repository for materials does not exist, OER may
vary in quality. There are, however, many OER websites and resources that do
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have strict guidelines for submission and review. In addition, some developers of
OER may not revise their materials often. When considering adopting OER, it is
hecessary to make certain that the materials selected meet College standards for
course quality.

K ppropriateness Pue to the range of criteriafor submission on websites and repositories, OER
materials need to be assessed to determine cultural, social and linguistic
suitability for the College' s student popul ation.

I mpact on cour se quality

In Californiathe use of OER does not negatively impact articulation or transfer of credits to four-years
schools. In fact incorporating OER has been supported by the CCC Board of Governors and the Academic
Senate.

According to Mahon, O’ Donnell & Shelbani (29):

Open Educational Resources constitute a new frontier for higher education faculty... Some materials
available viathe Internet are superior to any textbook faculty might require students purchase at the
bookstore... Faculty need to consider the mix of materials they use to educate their students with care,
but the fact that course materials originate on the Internet is not an obstacle to a course’s potential to
articulate and transfer.

Students can pay an estimated $1000 per year in textbook and course fees per year (I1lowsky). The use of
OER is encouraged as an alternative to the high cost of publisher materials. Mahon, O’ Donnell & Shelbani
describe how course materials can be compiled from a variety of academic resources (29):

For articulation purposes, the term ‘textbook’ refersto the primary reading materials students must
master in order to complete acourse.... It does not matter whether such atext is obtained from the
college bookstore or viathe internet... the use of any combination of these kinds of materials [novels,
monographs, primary source anthologies, scholarly journal articles] should provide no threat to
articulation.

While the challenge is finding materials that meet post-secondary standards of quality, there are many online
resources and repositories avail able — the majority of which include peer reviews/stringent submission
guidelines. For alist of some of these resources, check out the Course Content Resources page.

In addition, there are resources available for instructors to become more familiar with and develop their own
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OER. For more information, look at this I ntroduction to Open Education Resour ces Tutorial for an
overview of OER and the OER Handbook for Educators.

Letting go of atraditional textbook can be a bit disconcerting, but, as institutions are shifting increasingly

toward providing high quality affor dable content that takes full advantage of state-of-the art advances
in technology, thisis becoming more commonplace.
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10. Course Scheduling & Delivery

Contents

e 1 Assigning Faculty for DE Courses
e 2 Schedule of Classes
o 2.1 TitlelV Considerations & Footnotes
o 2.2 Standard Online Footnote
o 2.3 Standard Hybrid Footnote
e 3 Welcome L etter and Online Syllabus
o 3.1 Welcome L etter & Online Syllabus Differences
o 3.2 Welcome L etter In Detail
o 3.3 Syllabusin Detail

¢ 4 Online Welcome L etter & Course Syllabus Templates
o 4.1 Welcome L etter

o 4.2 Course Syllabus

Assigning Faculty for DE Cour ses

According to the Pasadena Area Community College District Policy for Distance Education, faculty must be
well-versed in online teaching pedagogy in order to teach distance education courses. This means that

faculty should have either completed the New Online or Hybrid Instructor Training or, in lieu of training,
have been cleared to teach by the Distance Education Department because of prior online teaching
experience or coursework.

Faculty who have not been cleared by the Distance Education Department cannot teach online or
hybrid cour ses. This applies to full-time and adjunct faculty members alike. Assigning ageneral STAFF to
any distance education course section in the Schedule of Classes does not comply with district policy.

While the Distance Education Department understands that this may place some undue constraints on
staffing, this policy isin place to make certain that online and hybrid course delivery meets Federal, state and
WASC quality standards for online instruction. Contact the Distance Education Department for any questions
about or assistance with faculty training concerns.

Schedule of Classes

In addition to assigning faculty trained in online instruction to distance education course sections, it is also
necessary to use a standardized footnote to describe online or hybrid courses.
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Standar dized Footnotes ¢ Demonstrate PCC’s compliance with Federal, state and WA SC guidelines
for online instruction.

¢ Establish a comprehensive college-wide protocol for logging in to al
distance education course sections.

e Makeit easier for students to understand what is required of them to login
and complete their Check-In Assignment.

Title1V Considerations & Footnotes

Recent Federal and WASC guidelines to prevent financial aid fraud mean that initial student loginsto
distance education courses no longer count as student participation. Several online programsin the
community college system have recently been targeted by financial aid fraud schemesin which a‘ student’
registers for an online course, logs in, and then drops the course after financia aid funds have been dispersed.

A letter sent in October 2011 by the Department of Education calls upon post-secondary distance education
programs to put more stringent measures into place to make certain that students are not just enrolled in
courses, but also actively participate:

...institutions [need] to take steps necessary to ensure that students ar e academically engaged prior

to disbursing Title 1V student aid funds. If students do not begin attendance, Title IV funds must
bereturned (34 CFR 668.21(a))(Runcie & Ocha).

Because of these new legal requirements, footnotes for fully online cour ses at PCC need to be explicit about:

he Course Check-In f students do not complete a documented assignment within 24 hoursof the
ssignment Fir st day the cour se beginsthat actively engages them, then they will be
fdropped from the class. E-mailing the instructor at a personal e-mail address or
counting logins as ‘ attendance’ do not fall within these guidelines.

Course Communication JCommunication with instructors must originate from within the CANVAS
| M S (the INBOX). Instructors can no longer require students to contact them vig
fheir personal email. Thisis so that PCC can provide documentable evidence of

I eqular effective contact and student participation in learning activities, such as
A posting in the discussion forum, a syllabus quiz or other form of

el f-assessment.

Footnotes for hybrid cour ses at PCC need to be explicit about:

n-campus Cour se Hybrid footnotes must include the meeting time and place of an on campus
eetings prientation and that studentswill be dropped if they do not attend thefirst
Class session. Footnotes must aso include information about additional
pn-campus meetings and cannot include TBA if there are any on-ground
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| Ineetings during the semester.
Standard Online Footnote

Online Footnote No on-campus meetings required. Just before the semester begins, students
Feceive awelcome e-mail with detailed course information at the e-mail address
provided to PCC at registration. Students MUST login to the course at
https.//canvas.pasadena.edu to complete an introductory assignment by
midnight, (insert date for day after course begins), or you may be dropped from
class. For the drop policy and course computer requirements see
http://online.pasadena.edu.

Standard Hybrid Footnote

Orientation Only tion Number is mostly taught online. One REQUIRED on-campus meeting:
rientation on (list required meeting with day, date, time, class). Students
UST attend Orientation, or they may be dropped. Remaining course hours will
e online at https.//canvas.pasadena.edu. For the drop policy and hybrid course
omputer requirements see http://online.pasadena.edu.

Welcome Letter and Online Syllabus

In the face-to-face classroom alarge part of the first class meeting is spent introducing the course, going over
the syllabus, getting to know the students and answering any questions that arise about the course content or
assignments.

Since students do not have this type of contact with the instructor or with other studentsin fully online
classes and limited face-to-face contact in hybrid classes, they may often feel isolated and uncertain of what
they need to do. In order to establish rapport with the students and to incorporate general best practices for
distance education, instructors must introduce the course and login information with a welcome letter before
the cour se begins.

The welcome letter Helps students unfamiliar with the distance education environment
understand course expectations.

Tells students how and where to login.

L ets students know where to go for technical help and support.
Establishes rapport and promotes regular effective contact with the
students early on.

The online syllabus differs from its face-to-face counterpart. It still follows the main structure of the
traditional syllabus, but, because it isthe main sour ce of information about the courseg, it needsto include a
greater amount of detail.

he online syllabus ¢ Gives students information about the course assignments and texts.
¢ Provides amap for the course on the Learning Management System.
e Setsup guidelines for class participation and grading criteria.
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| | o Explains the course schedule in detail.

Welcome Letter & Online Syllabus Differences

Welcome L etter Syllabus
e Informal tone e Formal tone
e Briefly introduces the course ¢ Details course learning objectives
e Describesfirst week ¢ Describes the entire semester
e Tellshow tologintothe LMS e |sposted onthe LMS

Welcome Letter In Detail

Welcome letters should include:

Basic cour seinformation ¢ Course name, section number

e Course dates

¢ |nstructor name/information

e Contact information: phone number & email

Type of course o Fully online or hybrid — for hybrid, place and date of first meeting.
mportant infor mation ¢ Required textbook(s)
for first week ¢ Login information/link

o CANVASURL

o Login instructions

o CANVAS support link
o Getting started/orientation links/course Check-In
o Syllabus location

JAdditional ¢ Distance education student resource(s)/website
nformation/links ¢ Information about accessibility & link to DSPS website

e Self-assessment for online learning links
e Technical support

Preferred method of e Where & how to post/email questions
contact e Format of contact

Syllabusin Detail

The online syllabus should include three main elements: the contract, map, and schedule.

The Course Contract isthe core of the online syllabus, providing students with information about academic
policies and expectations. In short, everything they need to know so that they can access the course content,
understand course policies, and complete assignments.

The Cour se M ap helps students understand site navigation. In many online syllabi, thisis often embedded
within the text of the contract components. For example: “ You can respond to the Discussion Board by
clicking the DI SCUSSI ONS link on the Course Menu.” It is also possible to include a separate section in the
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syllabus with a guide to important links.

The Cour se Schedulein an online syllabus is similar to aface-to-face syllabus. It includes a description of
weekly lessons, readings, activities, discussions, projects and assessments. Because there is so much
additional information in an online syllabusit is also particularly helpful to call specia attention to
Important Dates in the semester. It is aso useful to give students a general weekly timeline for when
lessons are released and activities, discussions and assessments are due.

description/objectives
e Course requirements
e Course communication
e Course participation policy
e Course assignments
e Grading criteria
e Other course policies
o Academic
honesty/student
conduct
o Add/Drop
o Latework
e Accessihility statement &
resources
e Additional resources
o Tech support
o Student resources
o Distance Education
website

Course Contract Course Map Cour se Schedule
e Course information e Whereto find: ¢ Important course dates
e Course o Lectures e Weekly schedule

o Assignments

o Formal & informal
discussions

o Additional resources

e Where & how to post:

o Assignments

o Formal & informal
discussions

o Course questions

o Reading/lecture dateq

o Quiz dates

o Discussion/chat
dates

o Other assignment
dates

OnlineWelcome Letter & Course Syllabus Templates

The following are PDF templates and examples for aWelcome L etter and Online/Hybrid Cour se Syllabus.

Welcome L etter

e TEMPLATE PDF

e COMPLETED EXAMPLE PDF

Course Syllabus

e TEMPLATE PDF
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e COMPLETED EXAMPLE PDF
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Contents

e 1 Accessibility (504 & 508 Compliance)
o 1.1 Understanding Accessibility
o 1.2 Differences between 504 & 508 Compliance
o 1.3 Federal & State Guidelines
o 1.4 Captioning Guidelines

o 1.5 Captioning Assistance
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o 2.3 FERPA & e-Packs
o 2.4 FERPA & the Internet
o 2.5 FERPA & CANVAS

e 3 Copyright

Accessibility (504 & 508 Compliance)

Sections 504 & 508 of the Federal Electronic and Information Technology Accessibility and
Compliance Act _guarantee equal access to programs and services for everyone in institutions receiving

Federal funding. Californiaalso hasits own set of requirements for accessibility. What this meansis that
prior to course approval and implementation, all cour ses must be designed keeping those students who
have special needs and requir e assistive technology in mind.

Under standing Accessibility

Simply stated, accessibility refers to the ability for everyone, particularly those with specia needs, to have
equal access to materials on the web. This means instructors should think about using the principle of
Universal Design, that is, creating course materials that accommodate the needs, learning styles and
strategies of as many students as possible regardless of their ability.

Students who have disabilities may often have difficulty completing certain tasks on the internet such as
reading, listening or typing. They may find chat rooms and videoconferencing challenging. It isimportant to
understand what students may require in the form of assistive tools such as screen readers for the
visually-impaired that require text tag modifications for images or captioning for the hearing-impaired.
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Creating courses keeping Universal Design principlesin mind will also benefit students with arange of
learning styles and preferences as well.

Thisvideo, Real Connections: Making Distance L ear ning Accessible to Everyone from the DO-IT
Center at the University of Washington, gives an overview of some of the issues disabled students face and
genera guidelines for making courses accessible.

Creating Accessible Online Cour ses, a4-week course required for al new online and hybrid instructors and
recommended for existing online and hybrid instructors is available through the @One Pr gj ect. Contact the
Distance Education Department for a scholarship code prior to registering for the course.

For more information about how to make courses accessible, contact the Distance Education Department and
Disabled Student Programs & Services.

Differ ences between 504 & 508 Compliance

Section 504 specifies that institutions receiving federal funding have to accommodate individuals with
special needs so that they can have equal accessto learning facilities and materials. 504 compliance begins
with the individual approaching the institution (at PCC, thisisthrough DSPS) and requesting specific
assistance.

Section 508 specifies that institutions have the responsibility to provide resources that are accessible to
everyone. Electronic resources need to follow principles of universal design, meaning that the creation of
websites, online materials, and online courses have to be devel oped with the objective of meeting the needs
of everyone.

The following chart summarizes the differences between 504 & 508 compliance:

04 jpog |
uarantees accommodations for an individual uarantees access for all
s handled by specific departments such as DSPS s the responsibility of everyone on campus

Bystem
eet an individual’ s needs

Table based on: Fiori and Glapa-Grossklag

Federal & State Guidelines

ederal guidelinesfor accessibility: ate requirements that apply to distance education:
e All applications should have accessibility ¢ Students should be able to use their preferred
features activated. means of assistive technology.
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e Assistive technology (captioning, TDDs) ¢ The frequency, amount, and quality of
should be able to track interface elements. communication with students should be equal,
e All programs used should have regardless of their disability.
keyboard-activated functionality. ¢ Course materials should be updated following
e Users should be able to modify display guidelinesfor regular effective contact.
elements and style sheets as needed. ¢ Course materials and resources should
e Images should: incorporate accessibility guidelinesinternally,
o Have text tags. that is, within their framework, thereby
o Have adescription of the image that reducing the need for outside assistance for
matches any function it may have. students with disabilities.

o Have anon-animated means of
identification, if animated.

o Have afrequency that is between 2 —
55 Hz, if animated.

e Text should be used:

o To highlight information that relies on
color-coding for emphasis.

o Toidentify framesin webpages.

o Tolabel headingsin datatables.

e Narration and captioning alternatives for
videos and PowerPoint Presentations should b
in sync with materials.

e All elementsin electronic forms should be
easily identified by assistive technology and
should not be subject to time constraints.

e Linksto plugins and special software should
be provided.

e Users should have away to avoid recurring
navigation links.

Captioning Guidelines

The following are guidelines for when to capture video and audio materials:

Caption e Material that that will be archived or used in additional courses that has
both video and audio.

e Any compilation of video clipsthat is archived.

e Archived video material that is used in the classroom.

¢ Video created by the campus and placed on a public website.

Don’t Caption ¢ Video and audio material that is used for one term in aclass with
(transcript/captioning only restricted access (such as a password-protected class).

required as an ¢ Linksto Y ouTube videos (permission may be needed to caption since
accommodation) these materials are not public domain).
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¢ Short video clips from longer works (captioning only needed when clips
are compiled).

¢ Video material that already has foreign language subtitles.

¢ Student work or raw footage that will not be archived.

Use Transcript e Any material that isaudio only and is archived.

Table from: High Tech Center Training Unit
Captioning Assistance
The Distance Education Department has secured two grants for 2012 that provide additional resourcesto

PCC faculty for captioning video materials, the SASI Innovation Award for L ecture Capture Technology and

the Distance Education Captioning and Transcription (DECT) Grant.

Other Considerations

In addition to the material in the LMS, instructors also need to ensure that online third-party resources
(websites, videos) comply with accessibility guidelines. This also applies to preloaded publisher-created
content, known as e-Packs. Some e-Pack materials may not include alt tags or other accessibility options.
Before considering an e-Pack for a course it isimportant to find out if instructors can alter the course content
to make it accessible.

Student Privacy (FERPA Compliance)

The Family Educational Rightsand Privacy Act (FERPA) provides guidelines for access to and release of
student education records. Any student at a post-secondary institution, even those who are not yet 18 years of
age, hastheright to:

Check their student records.

Request amendments/corrections to their records.

Opt out of disclosing directory infor mation.

Maintain privacy through the use of an alias in the case of distance education.

Student FERPA rights begin the first time a student is enrolled in and attends class. Only those with a
legitimate educational interest that is, school officials, accrediting organizations or law enforcement
agencies who require student information in their official capacity, may access student records without a
student’ s signed and written consent.

FERPA @ PCC

Educational Records at PCC can only be released with student consent or for legitimate educational
interests. Directory Information is available unless students decide to keep them confidential.
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PCC defines Educational Recor ds as the following:

e Admission Records (eg. Student ID, Social
Security Number)
Career/Job Placement Records
Scholarship Information
Financial Aid Information
Academic/Division Records (eg. Grades,
Course Schedules, Rosters)
Disciplinary Records

FERPA & Distance Education

PCC defines Directory Information as the following;

e Name
City of Residence
Magjor

Extracurricular Activities
Sports (including Weight, Height, Age)
Dates of Enrollment

e Degree

e Awards Received

» Previous Educational Institution Attended

Policy Guidelines hat thismeans @ PCC

R 99.3 A “student” is defined as an individual who is
Dr has been “in attendance” at an educational agency
Dr institution and regarding whom the agency or
nstitution maintains education records. The fina
egulations add other situations in which students
[ attend” classes but are not physically present,
ncluding attendance by videoconference, satellite,
nternet, or other electronic information and
elecommunications technologies. This change will
bnsure that individuals who receive instruction
hrough distance learning and other contemporary
odalities are covered as “students’ and, therefore,
hat their records are protected under FERPA (US
Department of Education).

hen FERPA privacy guidelines were created in
1974, they stated that any electronic infor mation
pecomes student record. Since this was before the
idespread use of computers and the internet, this has
ide-ranging implications for any form of learning
hich utilizes electronic delivery methods. Electronia
nformation, therefore, refers not only to
omputerized educational records but also to email
ommunication, commentsin discussion boards,
student projects uploaded to a website, etc. This
akes it necessary to consider how course structure
ond materials will affect online learning with regard tg
ERPA.

ERPA regulations also refer to TAS, college
hssi stants or student helpers. Any person who is not
he Instructor of Record cannot have access to student
ecords. Instructors may share notes with assistants,
but not the educational records themselves. Before an
i stance education instructor can give course access to
b assistant, they need to do make certain that:

¢ All unclassified employees are in the PCC
Human Resources system and officially
assigned to the instructor of record.

¢ All unclassified employees understand FERPA
regulations and sign a Pasadena City College
Confidentiality Compliance Form.

¢ All unclassified employees have on filea
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Distance Education Add Request to be
completed by the instructor of record.
Instructors should work with the Distance
Education Department to determine control
anel access that is FERPA compliant.

FERPA & e-Packs

Prebuilt publisher electronic course material, known as e-Packs, present several issuesin terms of student
privacy. Because some e-Packs direct students to third party websites, it isimportant to verify that the
website complies with FERPA guidelines. For more information about student privacy and e-Packs, please
refer to the section in this manual about Privay Concernsfor ePacks.

In cases where e-Packs are being considered for course content, faculty should contact the Distance
Education Department to make certain that the course meets FERPA requirements.

FERPA & thelnternet

Since many websites may require written input of some sort (email registration, comments, etc.) it is
important to understand how different activities on the internet may affect FERPA Compliance.

FERPA Compliant Only FERPA compliant if justM ost likely not FERPA
directory information compliant*
required
e |nternet research, e Internet research, e Social mediasites
information retrieval information retrieval that e Blog or wiki creation
e Surveys, tests, quizzes, requireslogin outsidethe LMS
problem sets that do not information e Mandatory surveys,
require login information e Voluntary surveys, tests, tests, quizzes, problem
e Publisher websites that guizzes, problem sets setsthat require login
do not require login that require login information
information information e Publisher websites that
¢ Publisher websites that store grades
do not store grades but
require login information

*Third party websites that require or store any information that may compromise student privacy (grades,
student ID numbers, etc.) are not FERPA compliant. To conceal student identities, aliases may be used.
Before entering into an agreement with athird party vendor (such as a publisher), contact the Distance
Education Department to ensure the site complies with FERPA guidelines.

Table based on: Auburn University

FERPA & CANVAS
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Only instructors of record and enrolled students should have access to individual coursesin CANVAS.
Because CANVAS s offered through PCC, activities conducted within the LMS will be FERPA compliant.
Even so, it is necessary to consider the following:

¢ For students who opt to keep their settings private, accommaodations should be made so that those
students can either post to discussion boards anonymously or send private emails to the instructors.

e Guest access should never be alowed to individuals outside the course.
¢ Rosters and grade information should be accessible only to the instructor.

Copyright

Distance Education courses follow the College's acceptable use of electronic resour ces policy.

Since copyright laws for the workplace and teaching environments can be quite complex, please refer to the
following tutorial for mor e information on copyright concerns.
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WASC Definition of Distance Education

istance education is defined, for the purpose of accreditation review as aformal
nteraction which uses one or more technologies to deliver instruction to students

ho are separated from the instructor and which supports regular and substantive
nteraction between the students and instructor, either synchronously or

nchronously. Distance education often incorporates technol ogies such as the
nternet; one-way and two-way transmissions through open broadcast, closed
ircuit, cable, microwave, broadband lines, fiber optics, satellite, or wireless
ommuni cations devices; audio conferencing; or video cassettes, DVDs, and
D-ROMs, in conjunction with any of the other technologies (ACCJC, 2010).

WASC Accreditation Policies & Concerns

The Accrediting Commission for Community and Junior Colleges (ACCJC) of the Western Association
of Schools and Colleges (WASC) oversees accreditation at PCC. Since distance education courses alter
many aspects of traditional course delivery and design, it is necessary to be aware of and understand the
aspects of WA SC accreditation policies and requirements as they pertain to teaching at PCC.

WASC Palicy

A\ CCJC policy specifiesthat all learning opportunitiesfRegardless of mode of delivery, all cour ses and

provided by our accredited institutions have the same forograms should provide the same level of

nuality, accountability, and focus on student nstruction. This means that face-to-face instruction

putcomes, whether they are delivered electronically orfand distance education courses need to have the same

by more traditional means. The intent of the policy is fpourse quality standards and |earning outcomes.

o provide aframework that allows institutions the ndividual institutions can create their own methods of

lexibility to adapt their delivery modesto the hssessing the effectiveness of distance education

bmerging needs of students and society while ourses, but those courses should still meet WASC
aintaining quality. Any institution offering courses Jaccreditation requirements.
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d programs electronically is expected to meet the
equirements of accreditation in each of its courses
d programs and at each of its sites (ACCJC, 2010).

WASC Policy Elements

The following is asummary of WASC policy asit relates to distance education:

All aspects of course design, delivery and assessment for distance education courses should support
the ingtitution’s overall mission. Oversight for this processis the institution’ s responsibility.

L earning outcomes for distance education courses and programs should be clearly defined.

Support and services should be provided to meet learning outcomes.

Student outcomes should be measured through assessment and evaluation with provisions for ongoing
assessment.

Institutions should have procedures to verify student authentication and participation status. These
procedures should also protect the privacy of each student.

Additional WASC Accreditation Concerns

Thefollowing isalist of accreditation concerns that most directly affect course design and implementation:

e Distance education course standards should be the same as in face-to-face classrooms and the mode
of course delivery should be appropriate for the course content.
e Distance education should be compared with corresponding traditional courses and programs in order
to meet institutional learning outcomes and quality standards.
e Faculty should have:
o Appropriate training.
o Means for ongoing professional development.
o Sufficient resources for technical and pedagogical support.
o The same evaluation system as in the face-to-face classroom.
e Students should have:
o Appropriate technical and pedagogical training in the course delivery method.
o Expectations that distance education courses will provide the same level of instruction as
face-to-face courses.
o A clear idea about the technical skills needed for the course
o The same level of interaction with and access to the instructor as in face-to-face courses.
o The same access to support services as on-campus students.
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13. PCC Course Palicies

Contents

e 1 Attendance & Participation

o 1.1 PCC's Attendance Palicy
o 1.2 Individual Course Attendance & Participation Policy

e 2 Drop Palicy
o 2.1 Federal Guidelines

o 2.2 PCC’s Drop Palicy
o 2.3 Individual Course Drop Policy
o 2.4 Dropped Studentsin CANVAS
e 3 Add Palicy
o 3.1 PCC's Add Palicy
o 3.2 Added Studentsin CANVAS
e 4 Grading Policy
o 4.1 PCC's Grading Policy
o 4.2 Grading in CANVAS
e 5 Grade Submissions

e 6 Academic Honesty and Authentication
o 6.1 PCC's Academic Honesty Policy for Students

o 6.2 Individual Course Academic Honesty Palicy
o 6.3 Academic Honesty and CANVAS

PCC is continually developing and enhancing its policies for distance education courses. Please refer back to
this section of the handbook periodically for the most current information about how local policies and
recommended best practices may affect online courses.

The following sections provide a summary of PCC policies as well as suggestions about how to implement
them in individual online and hybrid courses.

Attendance & Participation

All distance education courses currently follow the Pasadena Area Community College District Policy for
Attendance, Class Drops and Auditing cour ses.

PCC’s Attendance Policy
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Policy Guidelines hat this means for distance education

e Students at Pasadena City College are Students in distance education courses are required to
expected to attend every session of each class Jattend’ class and participate just asif they werein a
in which they are enrolled. ace-to-face course. This means that instructors need
Instructors may consider 3 tardies the 0 set up guidelines for how much each lecture,
equivalent of 1 absence. eading assignment, discussion or project qualifies as
Non-participants (in a class) are defined as A meeting during the course of aweek/learning
students who have continuous or cumulative
absencestotaling at least 12.5 percent of the
total hoursthe classis scheduled to meet. In a fstudents who do not participate in class, that is, who
regular 16-week course, for example, a studentfonsistently do not complete assignments, quizzes,
becomes a nonparticipant when his or her espond to forums or turn in other work, should be
cumul ative absences reach the number of otified that they will be dropped from the class for
hours aclassis scheduled to meet in a on-participation.
two-week period.

A student who stops attending but does not t isimportant that online and hybrid instructors
drop aclass may receive afailing grade in that fhould be very clear in their syllabus about what
class. onstitutes participation and late work.

Individual Course Attendance & Participation Policy

Even more than in face-to-face courses, participation is acritical part of assessing learning outcomes. Each
online or hybrid course syllabus should have awell-defined and detailed description of participation course
policies that support the College’ s attendance policy.

All online course rosters will be available to instructors 10 days befor e the fir st day the class begins.

Deter mining ¢ Require a set number of cour se activities for each week. For example — &
participation grades 3 unit course might require 2-3 activities each week on non-consecutive
days.

¢ Require a set number of discussion posts for each week. For example —a
3 unit course might require one discussion post and 2 commentsto
classmate' s posts for every weekly module.

o Inorder to get full credit, provide examples and arubric detailing
what constitutes an adeguate post or response.

o Give weekly quizzes on course material.

¢ Requiretimely completion of assignments.

(Chronicle of Higher Education)

Creating late work ¢ Make certain students are clear asto where and when (day, date, time &
puidelines time zone) to post their work for each assignment. For example —
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assignments might be emailed to the instructor directly but discussions
posted in the unit/weekly discussion board.
¢ Encourage students to check their grade book so that if they have
submitted an assignment but it hasn’t been received, students can be
aware of what they are doing wrong before it becomes a recurring
problem.
¢ Decide whether or not late work will be accepted. If accepted consider the
following:
o Specific final deadline for assignments.
o Specific point value deduction for |late assignments (letter
grade/percentage/points).
o Wher e students will post late work.
e Beclear if late work will be accepted due to extenuating or ‘legitimate
circumstances'.

Drop Policy

Federal Guidéelines
Policy Guidelines hat this means for distance education

he Federal government has not issued formal t is not enough to evaluate a student’ s attendance
juidelines regarding what constitutes the “Last Day of]
Attendance” in the online classroom. However, hrough course statistics on the LM S. The new
pecause of the potential for financial aid fraud in puidelines are meant to protect the institution from
pbnline programs, the US Department of Education hasftudents who are receiving financial aid assistance but
ecently determined that there should be “regular and jvho are not participating in class.
substantive interaction between students and faculty”

n online courses (Salomon and Murray). Ithough guidelines have yet to be created, instructorg
ust drop students based on their participation in
lass. ‘ Attendance’ (through logins) is not the same
participation. Participation means actively
ompleting course activities such as assignments,
ents, posting on discussion forums, etc.
Participation policies must be clarified in the

PCC’sDrop Policy

All distance education courses currently follow the Pasadena Area Community College District Policy for
Attendance, Class Drops and Auditing courses. PCC is working towards making the Add/Drop procedures
fully online by the 2012 academic year.

Policy Guidelines hat this meansfor distance education
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e Eachinstructor isrequired to drop al students frhe face-to-face policy of ‘attending’ thefir st class,
who fail to attend the first meeting of a class if poarticularly for students who are new to distance
they have not made prior arrangements with ucation may present a problem. There are often
that instructor, and may drop students who udents who, either because they are unaware of the
arrive late at the first meeting of aclass or whgpolicies or overwhelmed by the technology, may logi
fail to attend the second meeting if they have Jo the course but might not complete any of the

not made prior arran
instructor.

gements with that ignments on the first day.

e Each instructor isrequired to drop al students gt is therefore important for online and hybrid
who become nonparticipants by the census nstructors to create a coher ent and well-defined

date. Inaregular 16

-week class the census ourse drop policy and to articulate thisin theinitia

date is usually Monday of the third week of ail and welcome letter sent to the students prior to
class. (For al other courses, see the official he course start date as well asin the online cour se
palicy to determine the census date or contact fyllabus.

the Registration Offi

ce)

o After the census date and before the final drop
deadline for the class, each instructor has the
option of dropping students who, in hisor her
judgment, become inactivein class.

e Prior to the final drop deadline, a student may
drop aclass by submitting the approved form
in the Registration Office, or by using the

telephone or on-line

registration system.

I ndividual Course Drop Policy

The College’ s drop policy is quite clear for face-to-face instruction, but less so for online and hybrid courses.
Because of this, it isimportant to clarify what constitutes the ‘first day of class'.

F-stablishing adrop
policy

¢ Create a course Check-In Procedur e, such as a discussion forum, an
introductory email students send to the class, or a self-assessment. Simply
having the student login for the first day of classis not enough. New
Federal guidelinesto prevent financial aid fraud state that student
logins no longer count as participation.

o State the last day for Check-In to occur. For example — the second or
third day after the course begins.

¢ Require students to complete AL L assignmentsin the first learning unit
by the due date.

¢ Be specific asto the exact day, date and time of your drop deadline.
Include time zone information (eg. PST/EST) so that there is minimal
confusion for students.

f a student has not checked-in, it is best to send an email befor e the drop
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| tjeadl ine to inform them that they are in danger of being dropped if they do not
espond by the deadline.

Dropped Studentsin CANVAS

As with face-to-face classes, all student drops go through M1S Online Services. After a student is dropped
through the PCC system, changes will automatically appear in the LM S. Updates occur about every 2 hours
during the times that the MIS system is open.

Add Policy

All distance education courses currently follow the Pasadena Area Community College District Policy for
Attendance, Class Drops and Auditing courses. PCC is working towards making the Add/Drop procedures
fully online by the 2012 academic year.

PCC’s Add Palicy
Policy Guidelines hat this means for distance education

e ...Students may add classes with an approval students will have to go through the same procedure
signature from the instructor. Theinstructor’s fo add distance education courses as they would for
signature indicates that there isroom in the ace-to-face instruction. The unpaid waitlist policy
class and the student has a reasonable chance Jmply means that students do not have to pay for thel
of catching up. nits until they are officially enrolled in the course.

Students will not be allowed to add a full-term

class after the second week of the term. nform students in the order that they appear on the
The new unpaid wait list process will take aitlist by email that they can add the course if there
affect Spring 2011. Students on aregistration s still space available. Make certain that the email
wait list are not required to pay for the class [ptates aday, date, and time (include time zone) they
until they are added by the instructor. ust add the course by.

Added Studentsin CANVAS

As with face-to-face classes, all student adds go through M1S Online Services. All students are put on an
unpaid waitlist.

Beforethefirst day of  JThe system automatically provides students with the add code sent to them

Class firectly by email. After a student receives their add code, they have 24 hours to
Fegister for the course. Students from the unpaid waitlist are added in
chronological order so asto befair and equitableto all students.

On thefirst day of class Rosters are loaded with the add codes included. Instructors can then provide
students on the waitlist with the add code. The students have 24 hours to add the
Class, at which point, if they do not, the next student on the waitlist may be
contacted. Students from the unpaid waitlist are added in chronological order
50 asto befair and equitableto all students. This procedure also holds for
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| l;oursesthat start after the first day of the term. Add codes will not be released to
he instructor until the first day of the course.

Once the student adds themsel ves through the PCC registration system, changes will appear in the LMS.
Updates occur about every 2 hours during the times that the MIS system is open. It isimportant to remind
students that they will not be able to login to CANVAS until they are loaded into the system and that this

process may take up to 24 hours.

Grading Policy

All distance education courses follow the Pasadena Area Community College District Policy for

Standards of Scholar ship.

PCC’s Grading Policy

Policy Guiddlines hat this meansfor distance education

e |tisthe policy of the Pasadena Area
Community College District that appropriate
evaluation of each student’s academic

learning experience at Pasadena City College.
In the absence of mistake, fraud, bad faith or
incompetency, the faculty instructor (tenured,
non-tenured, or adjunct) isthe final authority
on the assignment of grades. Procedures for
grading, awarding credit, including credit by
examination, and appealing decisions shall be
understandable, fair, and consistent with State
laws and regulations.

e Courses shall be graded using the grading
system established by Title 5 regulations.

As with face-to-face courses, gradesin online and
ybrid courses are an indicator of student achievement

n addition, state and regional accreditation guidelines
or regular effective contact require that instructorsin
i stance education courses apply the same course
nuality standards to their online and hybrid courses as
hey do to their face-to-face classes:

“...portions of courses delivered through
electronic means (need to) adhere to the same
principles of academic quality and integrity
(Distance Learning Manual 11).”

his means that students should receive the same type
ount and frequency of feedback from assignments
d tests as they would were they taking a course
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Gradingin CANVAS

CANVAS has many tools that streamline the online grading process for instructors and help notify the
instructor of students who many need additional support in the course.

SPEEDGRADER An al-in-one grading system, SpeedGrader allows instructors to see when
pssignments were submitted as well as grade assignments within a special
browser. This browser has one frame for the assignment itself (converting it,
Fegardless of format) and then another frame which alows instructorsto give
vritten, audio or video feedback to the student. Rubrics can also be linked to
pssignments in SpeedGrader. SpeedGrader can be downloaded as an iPad app
for use on-the-go.

GRADEBOOK The Gradebook letsinstructors view grades for all the CANVAS classes they are
feaching, notify students of their gradesin avariety of formats, and inform
nstructors of student performance — particularly those students who may need
pdditional help. The Gradebook aso allows instructors to create custom grading
pnd weighting scales, compare data across course sections and download grades
for offline use.

RUBRICS CANVAS has an interactive Rubric tool where instructors can create and use
course rubrics directly within the SpeedGrader .

COURSE STATISTICS Jnthe Settings section of the Cour se M enu, instructors can view overall course
stati stics such as page views, log-ins and assignment submission data.

STUDENT n the Gradestool the Student I nteractions Report shows instructors current,
NTERACTIONS final and ungraded assignments.
REPORT

Grade Submissions

All instructors using CANVAS are required to submit their grades by college deadlines and in accordance
with current PCC protocol. However, it is hecessary for instructors to archive grades and grade
documentation for each online and hybrid course from the LM S site.

Academic Honesty and Authentication

Academic honesty and student authentication (verification of a student’ sidentity) in distance education
often go hand in hand. Because of the lack of face-to-face classroom time, it can be difficult for instructorsto
know if the student enrolled in the class is the actual person who islogging in and turning in their own work.
The following sections provide information about PCC’ s policies on academic honesty and some
suggestions for ensuring academic integrity and authentication in the online environment.

PCC’s Academic Honesty Policy for Students
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All distance education courses currently follow the Pasadena Area Community College District Policy for
Student Conduct and Academic Honesty.

Conduct prohibited by the College: he guidelines for academic honesty in face-to-face
o Dishonesty, such as cheating, ourses also apply to students in online and hybrid
plagiarism, fabrication, or knowingly Jeourses. Plagiarism, disruptive behavior (such as
furnishing false information to the mproper discussion posts or poor netiquette) and
College or its officials; intentionally or faking an exam for someone else are all violations of
knowingly helping or attempting to student conduct guidelines.
help another commit an act of
dishonesty. hereislittle evidence to suggest that online and
o Unauthorized use of computers and ybrid students are more likely to cheat. In fact, the
telecommunication resources, ew studies that have researched thisissue found that
including but not limited to: bnline students were less likely to engage in academic
= Unauthorized entry into afile tgdishonesty than those in face-to-face classes. In part
use, read, or change the his may be because of the nature of the distance
contents, or for any other education environment where, because of regular
purpose; effective contact guidelines, instructors often have
Unauthorized transfer of afile; fmore interactions with individual students.
Unauthorized use of another
individual’ sidentification and Jstudents who are able to learn at their own speed and
password; ho are provided with many different forms of
Use of computing facilitiesto [lternative assessments may also be lesslikely to
interfere with the work of panic cheat’, that is, impulsively cheat during an
another student, faculty membegexam (Stuber-McEwen, Wiseley & Hoggat).
or College officidl;
Use of computing and Perhaps the biggest challenge in the distance
telecommunications resources feducation environment is student authentication.
to send obscene or abusive sing PCC’s LMS secure login system and
messages. ncorporating best practices for regular effective
ontact — such as getting to know students and their
riting styles— are effective meansto help to ensure
hat students registered for the course are truly the
pnes contributing to it. For instructors teaching hybrid
ourses with proctored exams on campus, this may be
ess of an issue than for those who are teaching fully
pbnline courses for high stakes exams.

Individual Course Academic Honesty Policy

It isimportant for instructors to establish clear expectations in their online syllabus as to what constitutes
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academically dishonest behavior.

Creating guidelines for ¢ Clearly explain what constitutes cheating, plagiarism and proper

pcademic honesty netiquette.

¢ Establish classroom guidelinesin your online syllabus for the types of
behavior that are appropriate and inappropriate.

¢ Provide students with standards for groupwork and how those differ from
unauthorized collaboration on class projects.

¢ Let students know what the consequences will be for academic dishonest
behavior.

‘A Guide for Faculty”)

Preventing plagiarism ¢ Raise students’ awareness by designing rules for academic honesty and
classroom behavior as part of an initial class activity.

¢ Provide externa resources on how to avoid plagiarism (for example,
Purdue OWL s page on plagiarism).

¢ Give students examples and/or provide activities describing how to
properly cite sources and how to paraphrase properly.

o Ask students to provide their source material as part of each formal
writing assignment.

¢ Create arange of authentic assessmentsin the course design that measure
critical thinking skills and knowledge integration instead of relying solely
on objective tests.

¢ Use test banks which randomize questions and answers on objective tests.

[ Best Practice Strategies®)
Academic Honesty and CANVAS

In addition to incorporating best practices for academic honesty into online and hybrid courses, there features
and additional software servicesthat help prevent plagiarism in CANVAS. Please check back to this section
periodically, as software packages and features are added and updated frequently.

TURNITIN Turnitin is web-based service which can be used directly with CANVAS that
dentifies plagiarism in student work. The software then completes an Originality
Checking process that compares student work against internet and database
50UrCEsS.

64


http://online.pasadena.edu/faculty/handbook/workscited/#aguideforfaculty
http://owl.english.purdue.edu/owl/section/3/33/
http://owl.english.purdue.edu/owl/section/3/33/
http://online.pasadena.edu/faculty/handbook/workscited/#bestpractices
http://online.pasadena.edu/faculty/instructionaltechnology/turnitin/

Handbook
Pcc ON LI N E 14. PCC Faculty Policies (Pending)

Faculty Resources

14. PCC Faculty Policies (Pending)

Contents

1 Recommendation for Office/Conference Hours
2 Recommendation for Course/Teacher Load
3 Recommendation for Class Cap/Normal Closing Numbers

¢ 4 Recommendation for Faculty Evaluation

Because of the nature of the distance education environment, there are special considerations that pertain to
office hours, workload, class size and faculty evaluations.

These recommendations, developed by the PCC Academic Senate Distance Education Committee and
Task Force, have been approved by the Academic Senate Committee. This section provides a summary of
these recommendations as found in the PCC Distance Education Policies and Procedures Recommendations.

All recommendations ar e currently awaiting the approval of the Pasadena City College Faculty
Association.

As some policies and procedures for online and hybrid courses may change in faculty negotiations, please
refer back to this section of the handbook periodically for the most current guidelines for distance education
COUrSes.

Recommendation for Office/Conference Hours

In accordance with the PCC Contract Agreement regar ding Conference Hours, all full-time faculty are
required to hold office hours. Full-time faculty members who teach online and hybrid classes may hold a
percentage of their office hours online that is proportional to their online teaching load.

General office hour ¢ Online office hours cannot be mor e than 40% of the total number of
guidelines: hours required.
¢ The maximum number of online office hoursis 2.25 hour s (2 hours and
15 minutes).

The remaining percentage of office hours, 3.25 hours (3 hoursand 15
minutes — 60%), must be held on campus.

Office hours must be posted on the online cour se syllabus as well as any
other place the Division requires.

Holding office hours: Office hours should be scheduled over at least 2 daysin blocks of 30

minutes or more.
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o Office hours require synchr onous communication (chat, text messaging,
video conference, etc.) that can be documented. This means that office
hours must either be held using Conferences in the CANVAS system or
CCC Confer. (At present CANVAS Conferences can be held for only that
particular class section, CCC Confer allows accessto all courses during an
alotted block of time.)

Hybrid course office ¢ For hybrid courses that carry “on ground” sessions at various points

hours: throughout the academic period, office hours must be held on campus at
an agreed upon location.

¢ For ahybrid course that is mostly online (for example, courses that have
only an on campus orientation or assessment), faculty can hold required
office hoursthrough CANVASor CCC Confer for that office hour

session.
Reusenrierriigson for Cobirddy edliteepursesarth no on campus meetings, faculty can hold
hours: required office hoursthrough CANVAS or CCC Confer for that office

Teaching online involves a differerfi®% 3f55agogical and time management skills than face-to-face
courses. Distance education course loads should reflect this.

Guidelinesfor full time ¢ Online teaching load should not exceed 2/3of an instructor’ s full-time
Faculty: contract.
e Exception to the above guidelines:

If the Division Dean in conjunction with their faculty determines
that the curricular needs of the students, classroom resources or
structure of existing programs requires an increased percentage of
online teaching load in some semesters, the usual load may be
adjusted accordingly.

e |Instructors who are teaching online for their first semester may not teach
more than 2 online cour se sections.

¢ Instructors who are new to PCC but who have taught online at another
accredited college or university may not teach more than 2 online cour se
sections during their first semester at PCC.

Note: Teaching distance education courses is voluntary. Faculty will not be negatively evaluated if they do

not wish to teach distance education courses.

Recommendation for Class Cap/Normal Closing Numbers

Title 5 guidelines for instructor workload and regular effective contact aswell as WA SC accr editation
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standar ds require that instructors have continuous and substantive communication with their online
students.Because of this, online and hybrid sections are capped at sizes small enough to successfully meet
student learning outcomes. Normal closing numbers are determined by faculty and Division Deans using the
process established by C&1.

Guiddlinefor online
Cour Ses;

¢ Facilitated fully online course normal closing number should be no more
than 30 students per cour se section.

e In cases where the normal closing number islessthan 30, this number
should also be used for online courses.

Guidelinefor hybrid
COUr SeS:

¢ Hybrid course normal closing numbers for should not exceed the
face-to-face maximum. It is preferable that hybrid courses be capped at 30
students per cour se section.

e Larger hybrid courses should compensated by additional credit in course
load assignment in the same manner as face-to-face sections.

Recommendation for Faculty Evaluation

Faculty evaluation isacritical process for ensuring quality of instruction. Evaluations allow faculty to
identify areas that need improvement, meet course goals, determine the most appropriate and effective
instructional strategies and guarantee the satisfaction of the online student population.

For distance education courses, evaluations follow a similar procedure for face-to-face classes as detailed in
the PCC/CTA Contract, but with afew modifications to reflect the nature of the distance education teaching
environment. As with face-to-face courses, full-time permanent faculty will undergo evaluation every 3
year s and temporary/contract faculty every year.

The components of the distance education faculty evaluation process are:

Student Evaluation:

¢ During the appointed semester of evaluation, faculty who teach both
distance education and face-to-face classes must have at least one
distance education cour se evaluated.

¢ All student evaluations of online faculty will be conducted securely and
anonymously.

Self-Evaluation Report:

No specific changes to the face-to-face faculty evaluation process have been
roposed for distance education courses at this time.

Visitation & Report:

JAs with face-to-face courses, online courses will be assessed by a peer evaluator
and Vice President designee from the department/division.

¢ If no member of the department has had distance education teaching
experience, either an experienced evaluator/V P designee from another
department/division may be chosen.

Proceduresfor distance education cour se visitation:
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1. Evaluator should request permission to enter evaluatee’ s course during a
specific period of time. It is recommended that this window extend for the
duration of one learning unit (preferably between 1-7 days).

2. Only the evaluator (and experienced online educator if assisting the
evaluator) will have accessto the virtual classroom.

3. The evaluation team will not have direct online contact with students
enrolled in the course.

4. 1t isrecommended that the eval uatee guides the evaluation team through
the course by providing directions, explaining features of the course and
exploring the course with the team members. This assistance can bein
person or using other synchronous methods.

nstructor -Peer he peer evaluator will use the Distance Education Faculty Evaluation
Conference: ddendum, which isin addition to the evaluation instruments approved by the
aculty Association for face-to-face instruction.
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15. Glossary of DE Terms

504 Accommodation — Specifies that institutions receiving federal funding have to accommodate individuals
with special needs so that they can have equal access to learning facilities and materials.

508 Compliant — Originally an amendment to the Federal Rehabilitation Act of 1973 and now part of the
new Federal Electronic and Information Technology Accessibility and Compliance Act, Section 508
guarantees accessibility to technology for people with disabilities. Examples of this assistive technol ogy
could be screen readers, captioning, TTYs.

Accessibility — Products and services must accommodate the needs of everyone.

ALT-Tag/ALT-Attribute— An HTML attribute that is used to designate atitle or description of an image.
Thisis particularly helpful for students who use assistive technology (like a screen reader). ALT-Tags should
also be added for tables and images in word-processing documents.

Assessing Online Facilitation Instrument (AOF) — A tool created by the California State University TIGERS
Project which instructors can use for self-assessment or peer review of their online courses. It can also be
useful when considering the design of an online course. The AOF consists of 4 categories: M anagerial,
Pedagogical, Social, Technical.

Assistive Technology — Technology that is used to aid persons with disabilities.

Asynchronous — An approach to distance education in which instruction occurs outside a specific time and
place. Email and discussion boards are examples of this type of learning modality in the online learning
environment.

Authentication — Verification of students' identity.

Authentic Tasks/Assessment — Activities and evaluation tasks that mirror practical real-world applications,
that is, what students would have to do outside the classroom.

Autonomy — Known as both student autonomy and self-dir ected lear ning, thisis when instructors give
more control and choice to students in order to enhance the learning experience. The instructor is a facilitator
instead of a disseminator of knowledge.

Best Practices — Teaching approaches that maximize student learning outcomes. Often these approaches are
student/learner-centered, that is, the instructor of the course acts as a facilitator, guiding the student’s
understanding of the content. Classroom activities also focus more on higher order problem-solving and
critical thinking skills.
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Bloom’s Taxonomy — A classification of skills developed to describe cognitive, affective, and psycho-motor
processes in learning. The cognitive domain, which goes from lower-order skills such as remembering to
higher-order skills like creating, is often used in academic course design.

CANVAS — The learning management system used at PCC.

Collaborative L ear ning — Learning activities that take place between two or more students.

Continuous Assessment — Instructors mark student work at frequent intervals using those marks to build
into a student’ s final results. Process-oriented term papers and portfolios are examples.

Courseware— Usually refersto full course materials that are available in an online learning format. For
example, a courseware course could include an eTextbook, assessments, lesson plans and project
descriptions.

e-Pack (Course Cartridges) — Prebuilt publisher course material.

Face-to-Face (f2f) — Instruction that takes place in the classroom.

The Family Educational Rightsand Privacy Act of 1974 (FERPA) — Provides guidelines for access to and
release of student educational records.

The Flipped Classr oom — An approach to web-enhancing a course where content is delivered for homework
viainstructional technology, and classroom time is used for interactive group and project-based activities.

Form D — A supplemental document detailing the distance education component of a course that undergoes a
separate Curriculum & Instruction Committee approval process.

Formative Assessment — Assessment that is carried out in order to inform (form a picture) of the learning
process. Classroom observations and discussion forums are examples of thistype of assessment.

High-stakes Exam — An exam that represents a large portion of the final grade.

Hybrid — A type of course in which most face-to-face classtime is replaced with online content using the
campus-supported L earning Management System. Any course that requires students to meet on-campus for
orientation, assessment, or class meeting even though the rest of the course is conducted online is considered
a hybrid. Studentsin this course must have a computer with internet access.

Learner Training — Overtly teaching students skills and strategies they can apply to learn more effectively.
Giving students specific guidelines and strategies for working in groups would be aform of learner training.
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L earning Management System (LM S) or Content Management System (CMS) — A platform for online
learning such as Canvas, Blackboard, Moodle, or Sakai.

L ecture Capture Technology — Technology and tools that are used to record instructors' lectures.

L egitimate Educational Interest — A term related to student privacy concerns (FERPA) which means that
only those persons with an official interest in a student (school officials, law enforcement agencies, etc.) can
access a student’ s educational record without written consent.

Needs Analysis— The process of gathering information about what students intend to get out of a course so
asto align the course activities more closely with student goals. This can also include getting to know more
about students’ learning styles, experiences, perceptions of learning and preferences.

Netiquette — A term derived from ‘network’ and ‘ etiquette’ which refers to the appropriate manners and
protocol for communication in online interactions.

Objective Test — Testsin which there is only one correct answer. Multiple-choice, fill-in, true/false tests are
examples of objective tests.

Online— A type of course in which everything is conducted online through the campus-supported L earning
Management System. No on-campus meetings are required. The primary means of instruction requires
students to use a computer with internet access, even though they may need other technologies to acquire and
learn course content.

Open Educational Resour ces (OER) — Materials that are either public-domain or openly licensed which
provide alow-cost alternative to traditional publisher content. OER can include: CourseWare, eBooks,
eTextbooks, and multimedia content.

Performance-Based Assessment/Alternative Assessment — A means of evaluation in which students are
assessed based on what they do and how they do it instead of just what they know. Presentations and projects
are examples of this type of assessment.

Process-Oriented Approach — A means of assessment in which student work is evaluated based on the parts
of aproject or assignment (such as drafts and revisions) and not on the final outcome. Thistermis also used
in relation to course and materials design.

Proj ect-Based L ear ning — An approach to instructional design in which class projects are used for learning
course content. This allows students to not just learn the course content but to also apply the content in away
that could have real world applications.

Regular Effective Contact — A California state Title 5 requirement in distance learning which states that
instructors must keep in contact with students on aregular and timely basis to both ensure the quality of
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instruction and to verify their performance and participation status (authentication). This also means that
courses need to be 508 compliant (meet accessibility guidelines).

Student-Center ed/L ear ner-Centered | nstruction — When the focus of instruction shifts from the instructor
imparting content through lectures to concentrate more on the needs of the students, which in turn allows
students to actively participate in their own learning. The teacher in this approach is still active however s/he
takes on the role of Facilitator.

Summative Assessment — Assessment that is used to measure what students have learned/mastered, usually
in the form of a grade.

Synchronous — Online learning that happens at the same time. Chat rooms and live video-conferencing are
examples of thistype of learning modality in the online environment.

Rubric for Online Instruction (PDF) — Guidelines for creating online courses originaly developed by the
California State University, Chico which support PCC’ s Instruction Design Tips for Online Learning. The
rubric consists of 6 categories which detail how to use innovation in electronic delivery methods to support
and assess learners.

TTY/TDD (Teletypewriter) — A device used by the hearing-impaired which converts voice to text.
Universal Design — Products and services are created so as to be accessible to everyone.

Western Association of Schools and Colleges (WASC) — The organization responsible for accreditation of
schools in the western US. The Accrediting Commission for Community and Junior Colleges (ACCJC) isthe
body of WASC that oversees accreditation at PCC.

Web-Enhanced — A face-to-face course in which the Learning Management System is used to enhance
student learning but not to replace classroom time.

Welcome Letter — A letter written in an informal and open tone sent to students in online and hybrid courses
before the course begins. It contains information about how to access the course, where to go for technical
support, and what course expectations are.
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Best Practice Strategies to Promote Academic Integrity in Online Education. WICHE Cooperative for
Educational Technologies (WCET), 06 2009. Web. 21 Sep 2011.

Pasadena Area Community College District. Sudent Conduct and Academic Honesty: Policy No. 4520.
2003. Web. http://www.pasadena.edu/ipro/policies/pcc_4520.pdf.

Stuber-McEwen, Donna, Phillip Wiseley, and Susan Hoggat. “Point, Click and Cheat: Frequency and Type
of Academic Dishonesty in the Virtual Classroom.” Online Journal of Distance Learning Administration.

12.3 (2009): n. page. Web. 21 Sep 2011. http://www.westga.edu/~distance/ojdla/fall 123/stuber123.html.
Course Delivery
Welcome Letter and Online Syllabus

James, Pat. “Welcoming Y our Students.” MSIC Online. Mt. San Jacinto College, n.d. Web. 19 Sep 2011.
http://msj conline.com/index.php/faculty/34-wel coming-students.

Ko, Susan and Steve Rossen. Teaching Online: A Practical Guide. 2nd. Boston: Houghton Mifflin Company,
2003. 65-81. Web. http://college.nmco.com/instructors/catal og/wal kthroughs/pdf/walk 0618000429 4.pdf.

Welcome Letter & Online Syllabus Templates

Academic Technology & Creative Services. California State University, Sacramento. Instructional Materials
— Templates: Course Syllabus Templates. 2011. Web.

diGrades, Mark. “Creatine Effective Syllabi in Higher Education.” Online Syllabus Template Tool. The
Faculty Assistance Center for Teaching, Utah State University, 2011. Web. 22 Dec 2011.
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Faculty Eesources

Pasadena City College Faculty Syllabi: Sandra C. Haynes and Celina Lee.
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17. Text Equivalents of Images

Contents

¢ 1 Program Development

o 1.1 Planning DE Course Offerings
e 2 Course Development

o 2.1 Sample Timeline for Course Development
= 2.1.1 Summer
m 2.1.2 Fall
= 2.1.3 Spring*
= 2.1.4 Summer/Fall*
o 2.2FormD
e 3 Course Design
o 3.1 Bloom's Taxonomy Diagram
e 4 Course Assessment
o 4.1 Formative & Summative Assessment

o 4.2 Authentic Assessment & Course Design
o 4.3 Creating Rubrics

Program Development
Planning DE Cour se Offerings

The following 4 questions should help inform program design:

How does this course fit into the current program plan?

What impact will this course have on the department’ s enrollment numbers?
Isthis acourse that could be part of a GE/degree/ certificate fast track?
What are the department’ s resources for course devel opment?

Depending on the answers, a course should/should not be devel oped.

Cour se Development

Sample Timeline for Cour se Development

Summer
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¢ Plan Y our Proposal

e Submit C&I Proposal Summary Form
¢ Begin Online Training (as needed)

¢ Contact the DE Department

Fall

e C&I Curriculum Training

¢ Faculty Assigned to C&I Cohorts

e C&I Proposal Feedback

¢ DE Form D Consultation w/ DE Department
e DE Form D Approva by DE Department

e C&I Committee Review

e C&I Proposal Consideration & Voting

Spring*

¢ Course Development
e DE Course Review & Approva

Summer/Fall*
e Course GoesLive
*Distance Education policy and timeline pending.

Form D

Existing Cour se of Record Flowchart

1. Form D existsin WebCMS for Credit/Non-credit Courses
1. If Form D is more than 5 years old: Submit Revised Form D in next full C&1 cycle.
2. If Form D islessthan 5 years old: No revision is necessary. Use Form D as a guide for course
development if thereis no Master Course.
2. Form D existsin WebCM S for Career & Technical Education Courses
1. If Form D is more than 2 years old: Submit Revised Form D in next full C&1 cycle.
2. If Form D islessthan 2 years old: No revision is necessary. Use Form D as a guide for course
development if thereis no Master Course.
3. No Form D existsin WebCM S
1. It isrecommended that full time faculty should begin work on Form D for next full C&1 cycle
after completing the Introduction to Online Teaching & L earning course.
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Course Design
Bloom’s Taxonomy Diagram
Thisisan inverted pyramid. At the point, balancing all the other skillsis Remembering, meaning that it is
the most basic skill in terms of cognitive processes. From there, the skills advance in the following order:
¢ Understanding

e Applying
¢ Analyzing, Evaluating, Creating (these three skills share the same level of the pyramid)

Cour se Assessment

Formative & Summative Assessment

Formative Assessment Diagram
Shows acircle with the following labels forming a cyclical process:
¢ New Content/Concepts
¢ Discussion Post
¢ Feedback from other students and instructor
¢ Deeper understanding of content

Summative Assessment

Shows alinear equation. Content + Assessment = Grade

I ntegrating Assessment Types

Shows afunnel that contains the following parts of a paper: Drafts, Outline, Peer Review. These
elements are then incorporated into the final label on the diagram — Final Paper (graded).

Authentic Assessment & Course Design

Shows two paths, one with Traditional assessment, and the other with Authentic Assessment.

I T
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[Traditional Assessment |Authentic Assessment

Cr eati@lopiReslopizsSkill: Remembering ¢ Pre-reading self assessment. Skill:
Evaluating.

The following steps are listed: ¢ Discussion post. Skills: Understanding,

Evaluating, Applying.
¢ Discussion response. Skills:

1. List assignment objectives Understanding, Evaluati ng, Applying.
2. Develop quality work criteriafor each objective * Chapter assessment (blog, journal or
3. Determine performance benchmarks & point values project). Skills: Understanding, Evaluating,

4. Write benchmark descriptors for quality work criteria ~ Applying, Creating.
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