College of San Mateo

Distance Education Supplementary Information

PART I:  General Information

Course Dept/Number:
     
Course Title:


     
Units:



     
This course is a(n):


(check one)

 FORMCHECKBOX 

Existing course currently offered in lecture mode

 FORMCHECKBOX 

New course, some sections will be offered in a lecture mode, some sections will be offered in a distance learning mode

 FORMCHECKBOX 

New course to be offered exclusively in a distance learning mode

 FORMCHECKBOX 

Revision of an existing distance learning course

This course is:
 FORMCHECKBOX 

CSU transferable


 FORMCHECKBOX 

UC transferable


 FORMCHECKBOX 

Nontransferable/Degree Applicable


 FORMCHECKBOX 

Nontransferable/Non-degree Applicable

PART II:  Unit Calculation

Please complete the section overleaf that applies to the primary mode of delivery for this course.  (Note: this calculates students’ hourly workload, rather than the instructor’s.)

Section A:

Unit Calculation for Telecourses

1)
How many TV segments are in this course?…………………………. a =
     
2)
How many minutes of viewing time are in each TV segment?……….  b = 
     
3)
Teaching hours computation [2(a x b) ( 50 min/hour] ………………. c =
     
4)
How many hours of on-campus meetings? ……………………………d =
     
5)
How many hours of additional assignments or projects? ……………..e =
     
6)
Total Hours (c + d + e) ………………………………………………..f =
     
7)
Units (f ( 16) ………………………………………………………… g =
     
Section B:

Unit Calculation for Web-Assisted Courses

1)
How many hours of independent work?……..………………………..a =
     
2)
How many hours of mediated student contact?….…………………... b = 
     
3)
How many hours of on-campus meetings over the semester? ….…… c =
     
4)
Total Hours (a + b + c) ……………………………………………….d =
     
5)
Units (d ( 16) …………………………………………………………e =
     
Section C:

Unit Calculation for Other Distance Learning Courses:

1)
Estimated hours of direct courseware interaction.……………………..a =
     
2)
How many hours of on-campus meetings?….………………………….b =      
3)
How many hours of additional assignments or projects?….………..… c =
     
4)
Total Hours (a + b + c)….……………………………………………...d =
     
5)
Units (d ( 16) …………………………………………………………..e =
     
PART III:  Course Content (to be completed by a committee of subject matter and appropriate distance learning faculty)

1) A committee of subject matter & appropriate distance learning faculty has reviewed the content and instructional media of this course (see Attachment B).  Based on this review, the committee has determined that

 FORMCHECKBOX 

the course materials and media are all appropriate to the course

 FORMCHECKBOX 

the course includes effective student contact





2) The committee has recommended that reviews at intervals of       years be conducted to ensure effectiveness of delivery method.

3) If the course is degree applicable, the course textbooks and courseware are appropriate for a college-level course.

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No (explain)      
PART IV:  Additional Disclosure Requirements

1) If this is an existing course which is currently taught in the lecture mode, please complete the Distance Learning Course Outline Form (Attachment A).

2) If this is a new course, a single course outline can be used.  Please refer to “Guidelines for Good Practice in Distance Education” for detailed information.

Prepared By: _________________________________________________________

Attachment A

Distance Education Supplementary Information

Distance Learning Course Outline

Please give detailed answers to questions below in the space provided.

Instructional Media: 
Please list the instructional media you will use (email, Web site, bulletin board, phone, on-campus meetings etc.) and briefly explain how these meet CSM criteria for regular effective contact (see Attachment C—“Guidelines for Good Practice in Distance Education”).

     
Participation:
Please list criteria for assessing student participation (bulletin board contribution, on-campus meetings, phone contact, completed work etc.) and briefly explain how these meet course goals.

     
Multiple Methods of Evaluation:
Please list your methods for evaluating student work, and briefly explain how these will serve course goals (written assignments, online or on-campus quizzes, bulletin board discussion etc.)

     
Representative Courseware/Text Materials:
Please list below a selection of possible texts, CD-ROMs, videos etc. for this course.

     
Assignments:  

Please describe typical assignments in this course (essay, group project, research project etc.) and briefly explain how these will meet course goals.

     
Proficiency Demonstration:
Please explain your testing arrangements (on campus/online quiz, essay, report etc.) and briefly explain how these will meet course goals.

     
Prepared by:   _________________________________________________________________

Attachment B

Distance Education Supplementary Information

Course Content Review

(For completion by Subject Matter / Distance Learning Faculty)

Having reviewed the Course Content (Attachment A) in accordance with the “Guidelines for Good Practice in Distance Education” (Attachment C), the committee has determined the following:

1) The following are appropriate to serve the stated goals of the course:

· information delivery media (Web site, CD-ROMs, text books, etc.)

· instructional methods (interactive bulletin boards, on-campus lectures, conferences,  videos, written materials etc.)

· course content (readings, instructional material, etc.)

· methods of evaluation (online, self-checking or proctored quizzes; writing assignments etc.)

___ YES FORMCHECKBOX 



___NO FORMCHECKBOX 

If no, explain      
2) If the course is transferable, does the design of the course support effective student contact (see Attachment C)?

___ YES FORMCHECKBOX 



___NO FORMCHECKBOX 

If no, explain      
3) Based on this review, the committee has determined that

(a) These materials are adequate to achieve the stated objectives of the course

___ YES FORMCHECKBOX 



___NO FORMCHECKBOX 

If no, explain      
(b) The specified media are appropriate to the stated objectives of the course

___ YES FORMCHECKBOX 



___NO FORMCHECKBOX 

If no, explain      
4) This course is accessible to students with disabilities (audio, video, Internet, email, chat CD, phone).

___ YES FORMCHECKBOX 



___NO FORMCHECKBOX 

If no, explain      
Prepared by:

Subject Matter Faculty (2 persons):

Name: ——————————————

Signature: ——————————

Name: ——————————————

Signature: ——————————

Distance Education Faculty (1 person):

Name: ——————————————

Signature: ——————————

Division Dean Signature:________________________________________________

Attachment C

Distance Education Supplementary Information

Guidelines for Good Practice in Distance Education

(For information and review only; do not submit!)
I. Appropriate Delivery Methods

The various media of instruction, whether on-campus or technically assisted, should meet the goals of the instruction.  The table below gives some suggestions for matching the media to the on-campus teaching activity.  

	On-Campus Activity
	Distance Equivalent

	Lecture (oral delivery of information/ideas)
	Web page; text book; handout; video; TV

	Discussion (classroom interaction)
	Bulletin board; chat room

	Quiz (testing / short written assignment)
	Online quiz, written assignments (emailed)

	Explanations (Q & A, problem-solving)
	Bulletin boards; email; phone/vm; chat room

	Exercises (with explanations)
	Self-checking online exercises; email 


When completing Attachment A, instructors should be sure to clarify how the media they’ve chosen will fulfil the goals of the course.  For instance, a course which clearly involves much explanation (typically requiring student-teacher interaction, problem-solving, answering questions etc.) should not rely solely on non-interactive Web sites, text books and self-checking quizzes.

II. Access for Students with Disabilities:

Both State and Federal laws require community colleges to operate all programs and activities in a manner that is accessible to students with disabilities. Accordingly, as the college develops its capacity for creation of technology-based instructional resources and the delivery of distance learning, it must proceed with the needs of all students in mind, including the unique needs of students with disabilities.

A comprehensive set of guidelines for meeting the Web access needs of persons with disabilities has been developed by the Web Accessibility Initiative (WAI), a work group of the World Wide Web Consortium (W3C). (http://www.w3.org/WAI/) The Chancellor’s Office has included the WAI guidelines in their Distance Education: Access Guidelines for Students with Disabilities (August 1999) as well as other resources that address specific access needs and how to address them. (http://www.htctu.fhda.edu/publications/guidelines/distance_ed/disted.htm
Support and resources are also available at the CSM Center for Teaching and Learning (CTL), including the CTL website.

(http://ctlonline.net/support/access.html
III.
Regular Effective Contact:

1.
Governing Language:

Since 1998, Title 5 regulations require that distance education course proposals demonstrate:

regular effective contact between instructor and students, through group or individual meetings, orientation and review sessions, supplemental seminars or study sessions, field-trips, library workshops, telephone contact, correspondence, voice mail, e-mail, or other activities.

This applies to transferable and non-transferable courses alike.

Guidelines for “effective” contact in a distance learning mode must require more than hours on campus (the chief criteria for gauging the effectiveness of on-campus courses).

2.
Guidelines for  “regular effective contact”

To be considered effective, instructor-student contact in a distance education course must include:

· Multiple Means of Communication.  In filling out Attachment A, instructors must include a list of no fewer than three (3) instructional media from the following list:

· Bulletin boards

· Email

· Voice mail

· Telephone office hours

· On-campus meetings/lectures 

· Online chat sessions

· On-campus office hours

· Online office hours

· Reliable Means of Communication.  Instructors must explain how the specified instructional media can be relied on to maintain student-instructor contact.  

· Reasonable Response Rate.  Instructors must show that the specified instructional media permit students to seek and receive responses to questions in a time-frame consistent with that of a regular on-campus course.

IV.
Procedures 

Course proposals for distance education courses must show 

· that the means of instruction are appropriate to the stated goals of the course

· that the course includes regular effective student contact.

Faculty members seeking to adapt a course for distance delivery must submit their course outline (Attachment A) for review by a committee of two (2) subject-matter faculty and one (1) distance education faculty, who shall determine whether the course design meets these two standards.  

V.
Model

Since the committee will primarily consult Attachment A, it is important that this give precise details of how the course meets standards of appropriate delivery method and effective contact.  Overleaf is an example of a fully developed response to this part of Attachment A.  Note how 

· the media are explicitly tailored to the instructional activity; 

· the effective contact language is directly addressed.
 Instructional Media: 
Please list the instructional media you will use (email, Web site, bulletin board, phone, on-campus meetings etc.) and briefly explain how these meet CSM criteria for regular effective contact (see Attachment C).

For information delivery, this course uses: 

· Web site; text books; CD-ROMs.

—In the on-campus version of this course, the lecture component consists of orally delivered information which here is supplied by text (text book, Web page).  Students can take notes as they would in class; they are also forced to rely more on reading, thus sharpening their skills and giving them a more complete and independent grasp of course materials.

—Interactive classroom activities include discussions, here conducted in writing over the bulletin boards, or in small group sessions in live chat rooms.  Students continue to “hear” group discussions, thus benefitting from everyone’s questions and ideas as in on-campus discussions.

—Multiple choice / single-answer exercises are completed online at the class Web page.  Students can check the answers themselves (on the Web page, or in their CD-ROM) and ask questions as needed, or where feedback is required, the quiz is emailed directly to the instructor  (through the class Web site).  Students can continue to ask questions, and if the feedback is given over a bulletin board, students can again benefit from everyone’s questions and not just their own.

For student-instructor contact, this courses uses:

· bulletin boards; email; voice mail / telephone; on-campus meetings / lecture classes; online office hours

—Voice mail, bulletin boards and email can be checked on a daily or thrice-weekly basis, ensuring a timely personal response to student questions.

—The variety of media (some using the computer, some the phone etc.) ensures reliability of contact, in that students can always find a way to contact the instructor in an emergency (i.e., if their computer breaks down, or the District server malfunctions, or the phone lines go down, or they cannot attend an on-campus meeting).  

—It also uses different resources, some supported by the College (District Web site, bulletin board etc.) and others supported by outside sources (email, external Web sites & chat functions etc.)  Students will not be “locked out” in the event of a temporary server malfunction, either of the District or some supplementary online venue.

—These media also cater to different learning styles. They include in-person conversation, live online “chat,” and written communication.  Students who learn best through quick, face-to-face explanations or hands-on activities can come to class; those who prefer reading and working at their own pace are equally suited.
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