OCC Distance Education Guidelines 
For any DE program to be successful, all constituencies involved must agree about their roles in the program development, implementation and maintenance processes. Collaboration and consensus regarding the decisions confirmed these guidelines are essential.
Definition of Distance Education
Distance education means instruction in which the instructor and student are separated by distance and interact through the assistance of communication technology. (55200 Chancellor’s Office, California Community Colleges)
Federal regulations - 34 C.F.R 600.2 - define distance education as education that uses one or more of the technologies listed in paragraphs (1) through (4) below of this definition to deliver instruction to students who are separated from the instructor and to support regular and substantive interaction between the students and the instructor, either synchronously or asynchronously. The technologies may include:
(1) The internet;
(2) One-way and two-way transmissions through open broadcast, closed circuit, cable, microwave, broadband lines, fiber optics, satellite, or wireless communications devices;
(3) Audio conferencing; or
(4) Video cassettes, DVDs, and CD-ROMs, if the cassettes, DVDs, or CD-ROMs are used in a course in conjunction with any of the technologies listed in paragraphs (1) through (3) of this definition.
Distance Education Mission Statement:
OCC Mission “to empower students to achieve their educational goals by providing high quality and innovative programs and services;” It is the mission of the Distance Education (DE) Program at Orange Coast College to increase educational opportunities and enhance learning through the development and support of quality distance education courses that are comparable to traditional on-campus classes. 
College Values and Strategic Goals
Under the framework of the OCC Educational Master Plan Values and Goals (C.L.A.S.S), The Distance Education Program is aligned primarily with two of these Values and Goals:
Learning: 
Ensure students receive a quality education to become self-directed and successful lifelong learners
Access: 
Create equitable access through effective and innovative pathways and programs that result in increased student success. 

Definition of Distance Education Classes
In-Person & Web enhanced: 
Course may use web-based technology to enhance an in-person course, may use a learning management system (LMS) or web pages to post the syllabus and assignments.  Does not replace in-person instruction with online instruction. No online addendum required.
Blended/Hybrid: 
In order to schedule a Blended/Hybrid course, 51% - 79% of course/contact hours are online. This course replaces a portion of in-person delivery with online instruction.   A substantial proportion of the content is delivered online, typically using online discussions, and has a reduced number of in-person meetings. Online addendum required. Blended/hybrid classes are not scheduled at OCC with less than 51% online contact in order to ensure compliance with state apportionment issues.  
Online:  
80+% course/contact hours online, a course where most or all of the content is delivered online. Typically have no in-person meetings. May require orientation, midterm and final on campus or proctored. Online addendum required.
Regular Substantive Interaction /Regular and effective contact
Any portion of a course conducted through distance education must include regular and substantive instructor initiated contact between instructor and students, through group or individual meetings, orientation and review sessions, supplemental seminar or study sessions, field trips, library workshops, telephone contact, correspondence, voice mail, e-mail, or other activities.  An alternate online activities that entail instructor-student contact should be made available to students unable to attend in-person activities. Alternate online activities include, but are not limited to, online chats, video or audio conferencing, online interactive tutorials or computer-assisted instruction, online discussions, or online exams.
See AP 4105 Distance Education <http://www.cccd.edu/boardoftrustees/Documents/AP_4105_Distance_Education%20(2).pdf>
Definition:
Regular and substantive interaction between student and teacher:
· Is central in determining whether a course is distance education rather than correspondence education.
· Is needed in every course that is fully online and in the online elements of courses otherwise on-site.
· Must be demonstrable and documented.
· Is vital to a college’s relationship with the U.S. Department of Education for student financial aid eligibility.
· Is key to quality education and the student outcomes required by the ACCJC Accreditation Standards.
A distance education course requires “regular and substantive interaction between these students and the instructor.” (600.2 of the Electronic Code of Federal Regulations) In addition, Title 5 section 55204 states regular effective contact must be among students in addition to between instructor and students.
· Regular – frequent points throughout the course
· Substantive – academic in nature; something that helps a student learn 
· Interaction -- two-way communication; initiated by the faculty is highly favored
Regular effective contact is an academic and professional matter pursuant to sections (55204 Chancellor’s Office, California Community Colleges)
[bookmark: _GoBack]Instructor Contact
Any portion of a course conducted through distance education includes regular and substantive instructor initiated contact between instructor and students, and among students through group or individual meetings, orientation and review sessions, supplemental seminar or study sessions, field trips, library workshops, telephone contact, correspondence, voice mail, e-mail, or other activities. Alternate online activities that entail instructor-student contact should be made available to students unable to attend in-person activities. Alternate online activities include, but are not limited to, online chats, video or audio conferencing, online interactive tutorials or computer-assisted instruction, online discussions, or online exams. Instructors will use the following practices of regular and substantive contact in their distance education courses: (AP 4105 Distance Education Coast Community College District) 
All DE courses at OCC, whether hybrid or fully online, will include regular effective contact as described below:
Policy establishing expectations
A policy of frequency and timeliness of instructor-initiated contact and instructor feedback will be posted in the syllabus and/or other course documents that are made available for students when the course officially opens each semester. 
Instructor Initiated interaction
Instructors will regularly initiate interaction with students to determine that they are accessing and comprehending course material and that they are participating regularly in the course. Instructors should initiate frequent interactions with all students, both individually and collectively, and that students should have frequent opportunities to regularly interact with each other.
Frequency
DE Courses are considered the “virtual equivalent” to in-person courses. Therefore, the frequency of the contact will be at least the same as would be established in a regular, in-person course. 
Type of Contact
Regarding the type of contact that will exist in all OCC DE courses, instructors will, at a minimum, use the following resources to initiate contact with students:
· Threaded discussion forums with student to student and instructor to student interactions.
· Weekly announcements in the Learning Management System.
· Timely feedback, the syllabus and course information should clearly indicate reasonable instructor response time for key events and interactions. This includes instructor availability, including e-mail response time, degree of participation in discussions, and availability via other media (phone, in-person if applicable. (Example: If an instructor adopts a policy, that information should be clearly stated in the course.)
· Other forms of communication can include: group or individual meetings, orientation and review sessions, supplemental seminar or study sessions, field trips, library workshops, telephone contact, correspondence, voice mail, e-mail, or other activities and/or Zoom, video conference, pod cast, or other synchronous technologies may also be included. 
Last Date of Student Attendance
Consistent with federal regulations pertaining to federal financial aid eligibility, each instructor will document and report the last date of attendance for all students who stopped attending class, including students who withdrew themselves. The last date of attendance is the actual date that a student actively participated in the class activities that faculty can document in case of an audit.
For in-person classes, documentation is based on taking class attendance and the class roster.
For distance education classes, documentation is based on participation in academically-related activities such as:
· Submitting an academic assignment
· Taking an exam, an interactive tutorial, or computer-assisted instruction
· Attending a study group that is assigned by the institution
· Participating in an online discussion about academic matters
· Initiating contact with a faculty member to ask a question about the academic subject studied in the course 
· See AP 5070 Attendance
· <http://www.cccd.edu/boardoftrustees/BoardPolicies/Documents/Student_Services/AP_5070_Attendance.pdf>
Faculty Assignment
Instructors of course sections delivered via distance education technology shall be selected by the same procedures used to determine all instructional assignments. Instructors shall possess the minimum qualifications for the discipline into which the course's subject matter most appropriately falls, in accordance with article 2 (commencing with section 53410) of subchapter 4 of chapter 4, and with the list of discipline definitions and requirements adopted by the Board of Governors to implement that article, as such list may be amended from time to time. (55208 California Community College, Chancellor Office)
In accordance with Title 5 Regulations, which designate online and partially online courses as equivalent in credit status with regular courses, the Administration and Faculty of OCC consider distance education courses the same in content and credit as on campus courses. Online and hybrid course assignments will be considered equal in status to on-campus courses when faculty load is calculated. 
OCC recognizes that the teaching load of the full-time faculty member, as defined by the union contract, has a significant effect on the quality and success of the mandated regular effective instructor-student contact. Decisions to offer excessive overload must be made with student contact in mind. 
Overload: Article XI section 3 (d) (Annual Work Load) page 21 Overload assignments (District assigned or voluntary) may not exceed six and eight tenths (6.8) lecture hour equivalencies in any semester unless agreed upon by the Faculty member and approved by the appropriate Vice President.
The Coast Community College District recognizes that full-time faculty has other responsibilities beyond teaching and that their presence on campus is important. In addition, regularly scheduled office hours must be maintained on campus. One hour may be a virtual office hour if the instructor receives approval of Division Dean. 
Number of Students
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 a review by the curriculum committee established pursuant to section 55002(a)(1). (c) 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. (55208 California Community College, Chancellors Office)
OCC recognizes that class size has a significant effect on quality and success of the mandated regular effective instructor-student contact. Ideally online courses are smaller than on campus courses. Decisions to increase class size beyond that normally offered on campus must be made by the instructor and Division Dean in consultation with the Instructional Innovation Center for instructional support of the section.
Access Guidelines for Students with Disabilities
Ensuring that distance education courses, materials and resources are accessible to students with disabilities is a shared institutional responsibility.  Faculty need to receive appropriate training in order to ensure that they understand what constitutes accessibility, and institutions must provide the campus community including faculty, staff, and administrators, with the appropriate resources and support to ensure understanding and compliance with legal obligations as outlined in The Americans with Disabilities Act of 1990 (42 U.S.C. 12100 et seq.), section 508 of the Rehabilitation Act of 1973 (29 U.S.C. Sec. 794d), and California Government Code section 11135. All require that accessibility for persons with disabilities be provided in the development, procurement, maintenance, or use of electronic or information technology by a community college district using any source of state funds.  (See Legal Opinion M 03-09).  Title 5, section 55200 explicitly makes these requirements applicable to all distance education offerings. 
Courses content must be accessible for all student enrolled in the course. Special support for online students is available through Disabled Student Program Services (DSPS).
Curriculum Committee
If any portion of the instruction in a proposed or existing course or course section is designed to be provided through distance education in lieu of in-person interaction between instructor and student, the course shall be separately reviewed and approved according to the district's adopted course approval procedures. (55206 California Community College, Chancellors Office)
The same standards of course quality shall be applied to any portion of a course conducted through distance education as are applied to in-person classroom courses, in regard to the course quality judgment made pursuant to the requirements of section (55206 Chancellor’s Office, California Community Colleges).
Online Addendums are required when any portion of the instruction is designed to be provided through distance education in lieu of in-person interaction between instructor and student. The Curriculum Committee will use the following criteria when determining whether a course will be approved for distance education:
· The Course Outline of Record has been approved or revised within the six years of DE addendum request for approval 
· Courses have incorporated discipline specific Student Learning Outcomes (SLO’s).
· Distance Education classes are expected to demonstrate that their students achieve these student learning outcomes through application of rigorous assessment as part of the normal program review process. 
· The Addendum shows:
· Students will benefit from having access to the course via a distance offering.
· Sufficient consideration has been given to adaptations of methods of instruction and methods of evaluation to ensure regular and effective contact as required in Title 5.
· Sufficient content is provided to fulfill course hour requirements
· Necessary technical requirements are available through the Instructional Innovation Center
· Accessibility is ensured as required by Section 508 guidelines.
· All Title 5 mandates have been met and followed.
· When a program or certificate offers 50% or more of its courses online OCC must notify ACCJC through the Substantive Change Process. 
Online Advisory Board
OAB recognizes that Distance Education curriculum should demonstrate appropriate rigor comparable to courses offered in the traditional in-person format. After Curriculum Committee approval of the course for Distance Education delivery, the following process will be followed:
· Before developing and teaching an online course, the faculty member must complete the Strategies of Teaching and Learning Online course (STLO) or an equivalent course.
· The initiating faculty member, with the assistance of instructional support staff, will develop the course.
· When approximately one-third of the course has been developed, the faculty member will meet with the Faculty Online Coordinator to review the course and assure it meets the Guidelines established by the Online Advisory Board (OAB). The OAB advises the instructor that building a course is very time consuming, and it is recommended that the course be completed before the semester starts. 
· After meeting with the Faculty Online Coordinator, the faculty member will present the course to the OAB. 
· The OAB will be reviewing the course for qualities that encourage regular and effective student-faculty interaction and student retention - not content. Content is the responsibility of the instructor. 
· If course materials are developed outside the institution, the academic quality of those materials should be assessed by the OAB.
· Assuming all requirements have been met the course may be scheduled and offered. 

Continuing Course Development
OCC recognizes that courses will evolve over time. The OAB expects all DE courses to maintain the approved and recognized standards.
· The course adheres to the Official Course Outline of Record.
· The course is offered with rigor, depth and breadth consistent with its on-campus counterpart.
· Student learning meets the standards set within the discipline, especially in regard to sequenced and/or transfer courses.
· Courses are revised regularly as new materials become available.
· Appropriate technical design is reviewed and revised as necessary.
· Opportunities for student participation and interaction are continued and expanded.
· A variety of learning activities considerate of all learning styles are included.
· Student assessment activities appropriate to the content are revised as needed.
Support for Online Courses
Instructor Support
OCC has adopted the Canvas Learning Management System for online instruction and recommends that faculty use it for all their courses.  OCC does not provide support to the instructors or students for other Learning Management Systems. A centralized system provides continuity for building and maintaining a strong distance education program.
· OCC recognizes that adequate support and a stable environment are essential to creating and maintaining a quality distance education program.
· The following support rolls are essential to an effective Distance Education Program:
· Program Administrator: Responsible for overseeing the critical day to day operations of the course management system, setting up on-campus exams, and to answer questions regarding the LMS and its related programs. 
· Instructional Designer: Responsible for new course development and the creation of instructional tools (videos, animation, course layouts) to help facilitate learning in both online and on-campus classes.
· Instructional Assistant: Works directly with the students under the supervision of the professor offering assistance with navigation, clerical and technical support in the LMS.
· Information System Trainer: Responsible for all technology training on campus including workshop development and materials.
· Faculty Online Advisor appointed by the Academic Senate as liaison between Technology and Faculty, coordinates the Online Advisory Board.
· Student technology support is available during published business hours. Student support tickets will be answered within 24/48 hours of submission through the OCC website. Faculty are strongly encouraged to choose a midweek, daytime cut off time for assignments and assessments in order to assure proper support for technical issues. 
· Faculty support for building and maintaining courses is available during normal business hours.
· A procedure is in place to ensure continual monitoring of all technical systems related to online program delivery.
· Because technological currency is important, it is recognized that Distance Education faculty may need additional training on a regular basis, and is offered through special workshops and open labs.
· The online learning program will provide access to hardware and software for course development.
· All components of courses will be available to users of all campus-supported operating systems. 
Student Support 
· Student support services at a distance will be provided, including library, counseling, bookstore, orientation and tutoring and enrollment services.
· A Librarian is available to assist with research projects in the online course when requested. 
· Online library materials are available to Distance Education classes through the Library homepage.
· LIBR A100: Library Research and Information Competency is offered online for all students as a 2-unit, GE, transferable class.  
· Communication systems for informing and orienting students to distance learning must be in place.
· Schedule and catalog copy is easily accessible for students seeking distance learning opportunities.
· Support for course development is available, particularly in the area of accessibility compliance.
Authentication 
OCC is committed to assuring that the student who registers in a distance education course or program is the same student who participates in and completes the program and receives the academic credit by doing the following:
· Required: Students are required to use their username and password to log into their courses through our designated Learning Management System.   Faculty may redirect their students to another site where grading occurs, as long as all student information including grades is secure (FERPA Guideline).
· Faculty is requested to communicate to the students that they follow the OCC honesty policy. 
· At the discretion of the instructor, faculty may utilize the OCC Computer Center for testing, proctoring centers and/or other methods for testing.  (OCC Computer Center Testing Policies are an addendum to the DE Guidelines)
· If proctored exams are not offered, then it is recommended that several of the following be used
· A variety of written assignments
· Multiple assessment techniques including frequent quizzes and exams
· Participation in threaded Discussion Boards 
· Online meetings or Chat Rooms
· Plagiarism detection software for written assignments
· Collaborative projects
· Capstone project with work from the whole semester


Testing Definitions: 
Proctored Exam: A proctored exam is one that is overseen by an impartial individual (called a proctor) who directly monitors or supervises while the student is taking an exam. The proctor ensures the security and integrity of the exam process. 
Proctor: any certificated faculty member who supervises the administration of a test or examination Certificated faculty members are full-time and part-time instructors, librarians, and counselors.
Test day administrators, computer center staff: Regular staff of the institution, instructional associate or workers hired for testing. Staff will be trained by testing operations manager on the guidelines established by the computer center.  These are not proctored exams. 
Testing Operations Manager: is responsible for appropriate contact and coordination with faculty and departments at the institution the use computer center services, although daily contact with institutional personnel may be performed by other computer center staff. 
NOTE: To assure the exam is proctored, the instructor must be present.
Math, Business & Computer Center (Bldg. 74)
OCC Computer Center Testing Guidelines (Addendum to DE Guidelines)
Currently, computer aided testing is available in the Computer Center based on limited availability of resources. 
Levels of testing:
· Students take exam through the LMS on their own.
· Students come to the Computer Center for testing are verified but are not supervised.
· Students come to the Computer Center at a specific time and are supervised by the instructor or a proctor as designated by the instructor.
FACULTY GUIDELINES:
1. Reservations: To reserve a space and time, contact the Computer Center Lab Coordinator early in the semester to reserve a time and space.
2. Priority will be given to online courses where on-campus testing is indicated in the Schedule of Classes.
3. Proctoring:  Instructors must be present to administer their exams; Computer Center staff may not be qualified proctors. 
4. Timing of Exam: Testing will be scheduled based on room availability.
5. Special software:   Plagiarism and browser lock down software is available to restrict access to the exam site only. All special software such as MyEconLab (Pearson), Aleks (Pearson), MyITLab (Pearson), NetOP (Danware, Inc.) etc. must be arranged for with the Computer Center Staff in advance.
6. LMS password: Instructors may wish to use the password option when creating their test, that way students will not be able to open the exam without the password. 
7. Student information: Instructors should inform students of check in procedures and student responsibilities listed below.
 STUDENT GUIDELINES:
1. Identification: Official photo identification such as a current Orange Coast College photo ID, passport, driver’s license, or government issued ID, is required. 
2. Sign in: students will be required to sign in when arriving for the exam.
3. Testing Materials: No books, notes, notebooks, or other materials are allowed during testing unless listed on the “Test Instructions”. Students caught with materials not specifically permitted by the instructor will have these material confiscated, and the incident will be reported to the instructor. 
4. Personal Items: Students are advised to only bring the materials required by the instructor. There is no secure storage for personal items in the Computer Center. 
5. Scheduling: Once a test is given to the student, it must be completed in one sitting. 
6. Electronic Devices: The use of cell phones and other electronic devices is strictly forbidden. All devices must be completely turned off; they may not be on vibrate or silence. They must be put completely away; they may not be accessed during the exam (even to check messages) or kept on the desk. Any use of an electronic device during a test will be considered cheating. 
7. Calculators: may be used as specified by the instructor. 
8. Children and non-testers are not permitted in the testing area. 
Failure to follow Computer Center Testing Policy or Computer Center personnel instructions will be reported to the instructor and may be treated as an act of academic dishonesty. 
The above document has been reviewed and approved by the following committees on campus:
· Academic Senate approved 
· Technology Committee approved the Technology Support Section 
· Online Advisory Board approved 
· Instructional Planning Council approved the Faculty Assignment Section 
· Academic Standards Committee approved 
· Dean of Students - 
· Curriculum Committee 
· Deans Council 
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