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Distance Education Mission
The mission of Distance Education Department is to provide leadership and support in the effective use of
instructional technology for teaching and learning and in the development and continuation of quality
distance education programs at WCJC.

Core Values
Four primary core values have been identified and will serve as the means to successfully reach WCJC’s
distance education mission:
1. Learning – we believe all students can achieve student learning outcomes.
2. Support – we will provide continuous training, support and resources for our faculty, staff, and
students.
3. Innovation – we will constantly search for innovative ways to utilize technology for effective learning,
efficient course delivery, and to provide training and support to faculty, staff, and students.
4. Accountability – we will continuously evaluate our distance education courses and programs to ensure
that they are of the highest quality with resources and services that meet the needs of students,
faculty, and staff.
Upholding these values is achieved by:
• Examining emerging technologies that might lead to improvements in teaching and learning
• Providing expertise, including individual assistance, hands-on workshops, computer-based training, and
special events, to educate faculty, staff, and students in the use of current and emerging technologies
as they relate to teaching and learning
• Collaborating with faculty to further their use of technology for teaching and learning
• Communicating best practices in professional development that ensure quality course design and the
effective integration of technology
• Working in cooperation with the Division Chairs and the Vice President of Instruction to assure quality
of distance education courses and curricula
• Overseeing the college distance education programs
• Managing and supporting all Interactive Television (ITV) courses and equipment.
• Coordinating with Student Services to ensure comparable online student support services are available
to all distance learners
• Managing the College’s learning management system
• Coordinating and providing instructional technology resources, services, and support for faculty and
students, in collaboration with the College’s IT department
• Supporting students and faculty with the use of our learning management system.
• Collaborating with and supporting grants in the development of instructional technologies and/or
delivery of online classes.
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Academic Standards of Online Instruction
Wharton County Junior College (WCJC) will provide quality Distance Education opportunities for students in
support of the vision and mission of the college.
Online instruction will adhere to the guidelines outlined in the Southern Association of Colleges and Schools
Commission on Colleges (SACSCOC) distance education policy statement and Best Practices for Electronically
Offered Degree and Certificate programs.
• Instruction shall meet the quality standards applicable to on-campus instruction.
• Students shall satisfy the same requirements for admission to the College, to the program of which
the course is a part, and to the class/section itself, as are required of on-campus students. Students
in programs to be offered collaboratively must meet the admission standards of their home
institutions.
• Faculty shall be selected and evaluated by the same standards, review, and approval procedures
used by the institution to select and evaluate faculty responsible for on- campus instruction. T h e
College shall provide training and support to enhance the added skills required of faculty teaching
classes through electronic means.
• The instructor of record shall bear responsibility for the delivery of instruction and for evaluation
of student progress.
• All instruction shall be administered by the same entity administering the corresponding on-campus
instruction. The supervision, monitoring, and evaluation processes for instructors shall be
comparable to those for on-campus instruction.
• Students shall be provided academic support services, including academic advising, counseling,
library and other learning resources, and financial aid, appropriate for distance education and
off-campus learners.
• Electronic communication with students shall be made using WCJC authenticated accounts
ONLY (i.e. WCJC email accounts or within Blackboard).

Distance Education Definitions
Wharton County Junior College provides students with the opportunity to enhance their educational
experience through the Distance Education Department. Many classes are offered through the internet, ITV
or blended formats.
• Online (WWW) Course – Internet courses are conducted almost, if not entirely (85-100%) online.
Some instructors may require that students come to campus for orientations or field trips, or require
exams be taken in an approved testing location. Students must have access to the internet and be
familiar with email, the web, creating and saving documents and uploading files.
• Online on a Schedule (WWS) Course – Students take classes online at the scheduled class time that
they select when enrolling. Students never come to classes, but log in at the scheduled dates and
Distance Education Policies & Procedures

2021-02-04

6

•

•

times. Students must have access to the internet and be familiar with email, the web, creating and
saving documents and uploading files.
Hybrid (HYB) Course – Hybrid courses combine online learning and face-to-face instruction. These
courses provide 50 to 85% of class instruction in an online setting. The remainder of the instruction (1550%) takes place in a traditional face-to-face setting. Students must have access to the internet and be
familiar with email, the web, creating and saving documents and uploading files.
Interactive Television (ITV) Course – ITV provides instructional content via a two-way video
communication network. It provides real-time face-to-face instruction between the instructor and
students at multiple locations. In most instances ITV courses are also web supplemented, requiring
students actively engage in an online component. This may include elements such as the submission of
assignments, online testing and/or participation in discussion boards. Students should have access to the
internet and be familiar with email, the web, creating and saving documents and uploading files.

Federal Requirements
Attendance
According to 34 CFR section 668.22, which addresses the treatment of Title IV funds, faculty members
teaching an online course must record attendance within the first week of class by demonstrating that
students have participated in a face-to-face class activity or were otherwise engaged in an academicallyrelated online activity.
Options to Comply with Attendance Requirement

•
•
•
•
•
•
•

Physically attending a class where there is an opportunity for direct interaction between the instructor
and students
Completion of an initial assignment regarding academic polices, introduction discussion board posting
or graded assignment
Submitting an academic assignment
Completing 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

Activities that Can NOT be used for Attendance

•
•

Logging into an online class without active participation
Participating in academic counseling or advisement
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Student Authentication
The Federal Government requires institutions that offer distance education courses or programs to have
processes in place to authenticate that the student who registers in a course or program is the same student
who participates in and completes the course or program and who receives the academic credit.
Secure Login

All WCJC Distance Education classes are accessed through the secure Blackboard Log-In page and require a
unique user name and password to obtain access.
Within the WCJC Student Handbook, students are informed of the responsibilities and privileges that
accompany the use of WCJC accounts. Specifically, the student acknowledges that he/she is responsible for
maintaining the confidentiality of the password and account, and that he/she is fully responsible for all
activities that occur under his or her password or account. The student agrees to (a) immediately notify WCJC
of any unauthorized use of his/her password or account or any other breach of security, and (b) ensure that
he/she exits from the account at the end of each session. Students are further informed that failure to protect
a password or account from unauthorized use may result in student suspension. The user in whose name a
system account is issued is responsible at all times for its proper use. Individual passwords are not to be stored
online or given to others. Any violation of college policies or regulations may result in the students being
placed on disciplinary warning, disciplinary probation, and removal from college residence halls, interim
suspension, or suspension (dismissal).
Proctoring
All major exams given in the online environment must be secured using Respondus LockDown Browser with Monitor.
This includes courses taught fully online or hybrid (when exams are administered online). Respondus Monitor

requires students to take a photo of themselves and an appropriate photo identification card. Instructors then
cross-reference the student photo with the student’s identification card and the user information housed
within the course to verify student identity.
Alternatives to RM Proctoring

In circumstances where a student is unable to use the remote proctoring service, it is the student’s
responsibility to coordinate with the course instructor to get special permission to set up an alternative
proctored environment.
Face-to-Face Proctoring

•

•

Recommended Acceptable Proctors
o Testing centers at 2 or 4 year colleges and universities. Students are responsible for proctor
fees
o Commercial learning/tutoring centers (i.e. Sylvan Learning Center). Students are responsible for
proctor fees.
o A military learning center or officer of higher rank, if in the military
Examples of Unacceptable Proctors
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o
o
o
o
o

Relatives
Friends
Neighbors
Co-workers or supervisors
Staff members or clergy at a place of worship

Off-Campus Proctored Exams

Students who are unable to utilize Respondus Monitor online may take an exam off-campus using an
approved proctor. Students are responsible for locating a proctor and having them approved. Students
must obtain prior approval from instructor to complete exams in an off-campus proctored setting.
Students must complete the Remote Test Site & Proctor Approval Form and return it to the instructor
10 business days prior to the exam due date. See Appendix E.

FERPA
WCJC adheres to all requirements of the Family Educational Rights and Privacy Act (FERPA). The College issues
each student a unique student identification number at initial registration. The seven-digit identification
number is required for access to the Blackboard LMS. Blackboard provides a secure environment for faculty to
post course activities including quizzes and tests. Only student work submitted using open forums or
discussions can be accessed by other students. All grades and feedback can only be seen by the individual
student in the My Grades area of Blackboard.
Each faculty member has a unique identifier that grants access to the Blackboard LMS. Instructors have access
only to their own courses. They receive training on student privacy requirements through the Human
Resources office and are encouraged to understand and carry out a commitment to confidentiality, integrity,
and security to protect the privacy of students who participate in distance learning activities.
All communication with students is in compliance with FERPA and are only conducted through WCJC
authenticated accounts. This means that any student private data is communicated through official WCJC
email or through the Blackboard Learning Management System, authenticated with a secure username and
password.

Accessibility
Section 508 of Rehabilitation Act Amendments of 1998 states in part, “Electronic information and data must
be equally accessible to individuals with and without disabilities.” In building online course materials, it is
important to bear in mind that as a public college receiving federal funding, Wharton County Junior College is
required to meet Section 508 standards for web-based information. Conforming to these standards requires
that materials that could potentially pose problems for students with disabilities need to be altered to
accommodate full access. Distance education instructors are responsible for ensuring that their courses are in
compliance with this federal law at the point of course design, not once a request is made.
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Recent changes in Texas Legislation (Texas Administrative Code 206 and 213), The American with Disabilities
Act Section 508 Refresh, along with the Department of Education's Office of Civil Rights recent decisions and
findings, have accelerated accessibility concerns to the forefront of higher education. Specifically,
• effective April 18, 2020, all new or changed web pages must comply with the new state-mandated
accessibility standards (WCAG 2.0) (TAC 206.70)
• the college must designate an Electronic Information Records (EIR) Accessibility Coordinator (TAC
213.41)
• all faculty and staff must be trained on the creation of accessible EIR (Federal 508 Refresh/OCR
findings)
• the college must have a comprehensive accessibility policy (TAC 213.41)
• the college procurement policy must address accessibility (TAC 213.38)
• all computer, web, and applications must comply with accessibility standards (TAC 213/OCR findings)
Examples of materials that need to be altered in order to be accessible include:
• Videos that have audio need captioning
• Audio files need text transcripts
• Images must have alternate text or descriptions set for them to convey meaning
• Color alone cannot be used to communicate information
• HTML tables should use the <th> tags to designate column and row headers
• Content that flickers or flashes should not be used
• Required applets, plug-ins, etc. should include links
• Unless specifically necessary to the course instruction, content should be posted in universal formats
so it can be viewed in any browser and doesn't require opening a specific desktop application
• Electronic forms and worksheets should include detailed text directions
• Students should be given advance notice of timed tests so they can contact disability services if needed
Accommodations in the Online Environment

The Distance Education Department (DE) and the Office of Disability Services (ODS) has collaborated to create
a detailed document regarding accommodations for students with disabilities in the online environment called
“Online Accommodations.” This document addresses many common accommodations that might be seen on a
student ADA Action Request Form. While it may not address every accommodation, it should provide basic
guidance for most situations.
The most current version of this document is housed in, and made available to all faculty, via the Office of
Disability Services organization and via the Online Faculty Resource organization. Both organizations, located
within Blackboard, contain informational videos, Power Points, and other resources designed to enhance
WCJC faculty disability services knowledge. Please contact Disability Services (disabilityservice@wcjc.edu) or
the Distance Education Department with any additional questions.
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Copyright
Copyright is of special concern in education because faculty members continually deal with the creation and
communication of ideas and information embodied in copyrighted works. As both creators and users of
copyrighted materials, it is vital that faculty, students, and staff understand copyright law and the rights and
responsibilities afforded them under it. This is especially true as we expand our use of technologies and digital
resources, which challenge the long-standing educational exemptions and interpretations.
Faculty are expected to understand and adhere to the copyright law of the United States (Title 17, United
States Code), as updated by the Technology, Education, and Copyright Harmonization Act (TEACH Act) and
with the Digital Millennium Copyright Act (DMCA).
Under the TEACH Act, it is permissible to make copyrighted materials available to students, providing that
such materials (1) do not exceed an amount or duration comparable to that typically displayed in a live
classroom setting; (2) are directly related to the course content; (3) are an integral part of the teaching
content; (4) are intended solely for and are available only to students enrolled in the course; and (5) are
retained only for the class session. The students must be notified that the materials may be subject to
copyright protection (Approved Copyright Notice should be placed in the Getting Started section of every
Blackboard course).
The Distance Education Department will regularly hold professional development workshops and provide
additional information for faculty related to these topics.
Copyright Compliance Checklist

Material may be posted to a password protected learning management system (LMS) such as Blackboard
WITHOUT PERMISSION only if the following conditions are met:
• The instructor owns the copyright. NOTE: Authors of academic papers are often required to transfer
copyright to publishers, and therefore retain no rights in the work. In this case, permission to post a
digital copy must be obtained from the publisher
• The College has a license in place that permits posting to an LMS (examples include library databases
and NBC Learn)
• A publisher has provided digital supplements (ePacks, course packs, course cartridges) with a textbook
and the license explicitly permits posting to an LMS, or WRITTEN permission has been obtained from
the publisher
• The material has been obtained under a Creative Commons license or from Open Access sources
o Creative Commons: http://creativecommons.org/
o Open Access Journals: http://www.doaj.org/
• The material is in the public domain. Material enters the Public Domain 50 years from the death of the
author(s) (or translator)
Distance Education Policies & Procedures
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•

Federal documents and publications are NOT eligible to be copyrighted so they may be used without
written permission

Additional Copyright Guidelines

•
•
•
•

•

Access to audio/video recordings that are on the public Internet, such as those found on YouTube,
should be provided using a link rather than by uploading a file directly to the LMS
Access to online resources is provided via links rather than uploading the items directly into the LMS
Published material that is not covered by a suitable license, not in the public domain, and not available
through a Creative Commons or Open Source provider, should not be uploaded to the course
Copies of published worksheets or other materials intended as “consumables” by students (i.e. study
guides, workbooks, etc.), or any copyrighted book or video in its entirety, should not be included in the
LMS without obtaining appropriate written permission
After ensuring that copyrighted material can be legally used in a course, the instructor should include a
citation of the original source and a copyright notice

Academic Integrity
Honesty in any college class is critical to student success. Wharton County Junior College is committed to
maintaining the highest ethical standards possible related to student academic performance in all distance
education classes. (Current and approved “Academic Honesty Statement for Online Classes” should be place in
the Getting Started section of every Blackboard course).
Best Practices for Promoting Academic Integrity

•

•
•
•

•
•

Require student engagement with the academic integrity policy. For example:
o Ask students to reflect on the academic integrity policy in the discussion board.
o Include a lesson on avoiding plagiarism.
Provide students with a course or course lesson on research and/or study skills. Work with library staff
to design assignments and prepare materials on plagiarism and research techniques.
Include an ethical decision-making case study within the course.
Use the technology tools available to deter plagiarism, including
o TurnItIn – allow students to view Originality Report and revise and resubmit
o SafeAssign
Secure all online course exams with Respondus LockDown Browser & Monitor
Have assignments and activities in which appropriate sharing and collaboration is essential to
successful completion. Foster a community of integrity by choosing authentic learning tasks that
require group cohesiveness and effort. For example, focus assignments on distinctive, individual, and
non-duplicative tasks or on what individual students self-identify as their personal learning needs.
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Online Curriculum and Instruction
Courses offered via distance education will have the same credit value as the face-to-face equivalent and the
cost per credit hour will be identical to the per-credit hour cost of other courses in the College catalog.
All faculty are required to complete training in the learning management system (LMS) prior to offering any
hybrid, internet, ITV, or web-supplemented courses. Division Chairs are strongly encouraged to complete
training in order to effectively monitor distance education courses at WCJC.
All published class schedules must indicate which course sections will be delivered by distance education,
but these courses will not be distinguished on transcripts from sections of these courses delivered in more
traditional ways.
WCJC utilizes a single course management system, currently Blackboard Learn 9.1, to maximize consistency
and minimize student confusion and frustration. Courses may use additional publisher websites to
supplement and enhance the student learning environment (e.g., MyLab, WebAssign, and Connect).
Whenever possible, these supplemental platforms should be integrated directly into blackboard and utilize
the single-sign-on format.
Decisions to offer courses or programs through distance education should reflect student need or the
necessity for the College to compete with other institutions of higher education. If a degree program is
designed to be offered entirely by distance education, the enrolled student must be able to satisfy all
requirements of the degree program online.
The same faculty qualifications will be applied to WCJC Distance Education instructors as to all instructors
who teach in a traditional face-to-face setting with Wharton County Junior College. Although the instructor’s
specific duties in teaching Distance Education courses will vary from those used in teaching within the
traditional classroom, the ultimate goal of quality education remains the same.

Faculty Workload
In determining faculty teaching load, a distance education course will be considered the equivalent of a
traditional on-campus course that has the same number of credit hours and will be considered part of
faculty members’ regularly compensated responsibilities.
When faculty teach courses to be offered via distance education, they may do so as part of their regularly
compensated responsibilities to WCJC or as an overload. Distance Education Faculty are expected to
maintain the same number of office hours as traditional faculty. Division Chair approval is required.
A faculty member may have their online course load reduced based on unsatisfactory feedback from student
evaluations and/or by receiving a poor online course evaluation.
Distance Education Policies & Procedures
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Ownership of Online Course Materials
The Distance Education department recognizes and reaffirms the traditional academic expectation that all full- and parttime faculty own and control instructional materials and scholarly works created by their own initiative for use in their
distance education courses (including, but not limited to, course outlines, syllabi, lecture notes, and other course
materials). Faculty share ownership with the College for those materials created using college resources such as office
space, library facilities, college computers and network facilities, secretarial and administrative support staff, and
general supplies.
Individual online course content will not be copied to any other faculty member’s course shell without written
permission from the instructor of record (content owner). However, the College fully retains ownership of all course
materials developed as a Master course. Master courses are created pursuant to a written agreement with the College
specifically designating the College as the owner of the course materials. Master courses are made available to any
member of the respective department requesting a copy.

Instructional Television (ITV)
Instructional television is a synchronous learning environment that provides unique opportunities and benefits
to both instructors and students located in different locations. In addition to all of the organizational tasks
normally performed when teaching, the ITV instructor will need to be even more organized for teaching ITV.
Materials should be distributed and assignments graded and returned before class (electronically through the
LMS works best).
See Instructional Television (ITV) & Synchronous Online Instruction (WWS) Best Practices – Appendix G.

Required Training
All full-time and part-time faculty members assigned to teach Internet, Hybrid, or ITV courses using
Blackboard, WCJC’s learning management system, are required to successfully complete training. Online
supplemental instructors, course designers, or others seeking to use the LMS are also required to complete
training.
Blackboard Fundamentals Training (3 Hours)

•

•
•

Faculty members teaching web-supplemented, Internet, Hybrid, or ITV courses will complete
Blackboard Fundamentals training. Blackboard Fundamentals training consists of material that
provides basic instruction in Blackboard Learn. Blackboard Fundamentals training is a required
prerequisite for Blackboard Core Training.
A Certificate of Completion is provided upon successful completion of this training.
This training provides an introduction to the Blackboard Learn Course Management system,
highlighting some of the instructional tools that enhance student learning and save time for Online and
Web-supplemented Instructors. Participants will learn how to use Best Practices for Online Teaching
and Learning, customization, announcements, messages, e-mail, uploading course syllabi, presenting
course materials, discussions, and the basics of the grade center.

Core Training (5 Hours)

•

Faculty members teaching Hybrid, Internet, or ITV courses, online course facilitators and/or online
course designers must also complete Blackboard Core training after successfully completing
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•
•

Blackboard Fundamentals training. Blackboard Core training consists of material that builds on
Blackboard Fundamentals skills. Blackboard Core training provides in depth course management
system training and best practices of online instruction. Blackboard Fundamentals training is a required
prerequisite for Blackboard Core Training.
A Certificate of Completion is provided upon successful completion of this training.
This training provides the second part of the introduction to the Blackboard Learn Course Management
system. Participants will learn how to use and deploy assignments, rubrics, tests, surveys, and pools,
packages and utilities, grade center advanced features, and Respondus LockDown Browser & Monitor.
A focus will also be placed on online pedagogy and enhancing communication to provide a more
effective teaching and learning environment.

Experienced Blackboard Learn Instructor Option

•

Experienced Blackboard Learn instructors (e.g. part-time faculty member who has been trained on and
used Blackboard Learn at another institution) may have training requirements waived if
documentation is submitted that they have completed comparable training at another institution and
have taught using Blackboard Learn for at least one semester. Experienced Blackboard instructors are
still required to complete the “Effective Course Design & Course Policies” module and “Respondus –
Start to Finish.”

Accessibility Training

•

•

All faculty must complete the mandatory “Accessibility: Six Core Skills” in-house training to ensure that
all course materials are in line with current accessibility standards and principles relating to: font, color,
headings & styles, hyperlinks, tables, and images. Faculty must complete the mandatory homework
assignments successfully to obtain a certificate indicating that training is complete.
A Certificate of Completion is provided upon successful completion of this training.

Technology Upgrade Training

Major changes to the institution’s instructional technology will require that all full-time and part-time
faculty update their skills prior to using the new technology. Notification of training dates, times and
locations will be sent via email and will be listed on the institutional page in Blackboard.

Faculty Support
Distance Education Staff
Faculty may contact the Distance Education Department staff for assistance with Blackboard course building and
maintenance. Faculty are encouraged to submit a DE Faculty Support Request Form, found on the Faculty & Staff tab in
Blackboard, when assistance is needed. This will ensure that the request is processed in a timely manner by the
appropriate member of the DE Staff. Faculty requiring more detailed one-on-one assistance may sign up with a DE staff
member by visiting the Faculty & Staff tab in Blackboard and signing up for “one-on-one” assistance via Blackboard
Collaborate.
•
•
•

Michele Betancourt - Director of Distance Education
Candi Hollier - Instructional Technologist – Course Design & Delivery
Kim Ashburn - Instructional Technologist – Accessibility & Media
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•
•

Lisa Shoppa – Technology Support Specialist
Thersa Krobot - Media Support Specialist

Online Faculty Resources Organization
Upon logging in to Blackboard faculty should notice that they have been enrolled as a participant in the Online
Faculty Resources organization.
This organization is continually updated to bring the very latest information and training on a variety of
distance education and instructional technology tools. Faculty are encouraged to e-mail suggestions, web
links, and/or articles to the Distance Education Department.
The Online Faculty Resources Organization is the centralized location to access information on a variety of
topics related to distance education and instructional technology.

Online Course Quality
The Online Course Evaluation & Accessibility Compliance Review (OCE/ACR) process allows WCJC to confirm
and improve the quality of the online and hybrid courses offered at the college. The primary goal is to give
faculty participants extensive feedback aimed at enhancing the design and delivery of their courses.
All new and existing online/hybrid courses are reviewed to ensure that they meet the national standards and
best practices for online learning and accessibility. Additionally, the Federal Government is clear that online
classes must fulfill the requirements of the Americans with Disabilities Act and Section 508 of the
Rehabilitation Act of 1973. These requirements deal with things such as media, format, alternate descriptions,
colors, tables, and images. As course content is the purview of the academic areas, the OCE/ACR process
focuses on the extent to which material is presented in a clear, well-organized, accessible, and learner-focused
manner.
The evaluation criteria are divided into the following areas:
• Section I: Course Overview and Getting Started
• Section II: Course Organization and Navigation
• Section III: Instructional Materials, Activities, & Interaction
• Section IV: Assessment and Evaluation of Student Learning
• Section V: Course Technology
• Section VI: Learner Support and Resources
• Section VII: Accessibility Information
• Section VIII: Accessible Materials and Navigation
• Section IX: Readability
• Section X: Accessible Multimedia
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The purpose of the OCE/ACR process is to provide faculty members, Division Chairs, and Department Heads
with information addressing the quality of online course delivery and design. The final decision on section
assignment is the responsibility of the Department Heads and/or Division Chair.

New & Master Course Development Process
Faculty wishing to develop their first distance education course, or wishing to develop a master course, will
complete the “Online Course Development Form” which shall be approved by the appropriate Division Chair
prior to developing of the course and again before delivery of the course for the first time.
1. Instructor submits request / or is assigned to teach/design an online, hybrid, or master course.
2. Online Course Development Form is completed. Course Pre-Development Approvals secured and
forwarded to the Director of Distance Education.
3. Instructor must complete the required faculty training in WCJC’s LMS. Request for Blackboard Training
form available on the WCJC Distance Education Web Page and on the institution page in Blackboard.
4. Instructor receives Certificates of Completion for all required training.
5. PPA paperwork submitted for stipend (if applicable).
6. Instructor develops course according to the timeline established by Distance Education, with regular
required progress checks.
7 . Instructor submits final course for review before applicable deadline.
8. Online Course Evaluation & Accessibility Feedback Form returned to instructor, department head, and
division chair.
9. Any required course revisions completed.
10. Director of Distance Education verifies that the course meets minimum requirements based on the OCE
Criteria Information document.
a. If course does not meet minimum requirements, required course revisions are completed and
Course Revision Approval Form submitted to the Distance Education Department.
b. If course does meet minimum requirements, final approval is given and forwarded to faculty
and division chair.
11. Course is periodically reviewed to maintain quality.
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Faculty should follow the course development timeline and meet all required deadlines.
All course information documents (e.g., syllabus, read me first etc...) as well as the content (e.g., lecture
notes, assignments, exams, discussions, etc...) that would be necessary for a student to complete 50% of
the course must be completed in order to submit the course for final evaluation.
Upon completion of the final evaluation process, the Director of Distance Education will forward the Online
Course Evaluation Acknowledgement & Approval Form that either certifies the course meets or exceeds
WCJC criteria for quality online courses OR does not meet minimum acceptable standards. The faculty
member will also be provided with a copy of the Online Course Evaluation & Accessibility Feedback Form
showing strengths and weaknesses in the course design along with recommendations for future
improvements.
If a course does not meet minimum acceptable standards, the feedback form will indicate the critical
revisions that MUST be completed before the course can be taught, as well as important revisions that
should be addressed as soon as possible.
Once the critical revisions have been completed, the faculty member must submit the Course Revision
Approval Form to notify the Director of Distance Education and indicate how and where the critical revisions
were addressed. Once the revisions have been confirmed, a copy of the Course Revision Approval Form
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will be returned to the faculty member and Division Chair that either certifies the course meets or exceeds
WCJC criteria for quality online courses OR does not meet minimum acceptable standards.
As detailed above, the OCE/ACR cycle, from initial evaluation to final evaluation, takes place over a
complete semester allowing sufficient time for faculty to make the required revisions prior to the final
evaluation and acquire the final deployment approvals before the start of the next semester. Once a course
has met the minimum standards it will be placed in the regular OCE/ACR cycle.
The Distance Education Department will provide open labs and one-on-one training opportunities to assist
the faculty member with the revisions. It is the responsibility of the faculty member to revise their course
with guidance from the Distance Education Department and acquire the final approvals before the course is
taught.
If course revisions have not been made in a timely manner, the Director of Distance Education will
communicate with the appropriate Division Chair who will determine if the course will be removed from the
schedule. Successfully revising the course by meeting minimum acceptable standards is not the only
consideration when assigning online classes. The final decision on section assignment is the responsibility of
the Department Head and/or Division Chair.

Online Course Evaluation Process – Existing Courses
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Formal Online Course Evaluations follow a schedule determined by the Director of Distance Education, or occur
at the request of a Division Chair. All online courses will be reviewed using OCE Criteria Information
document. Reviewed courses will periodically undergo subsequent reviews to verify quality standards. Courses
are not typically reviewed more often than once every three years if they have met minimum quality
standards. A faculty member will generally not have more than one course scheduled for a Formal Online
Course Evaluation in any single semester unless the Division Chair makes a request for additional courses to be
reviewed. Additional course reviews could be necessary if a faculty member teaches a large number of courses
in the internet/hybrid format making it necessary to review more than one per semester.
For courses selected as part of the regularly scheduled OCE/ACR process, faculty members, along with their
Division Chairs, will be informed of upcoming reviews during the semester prior to when the course will be
reviewed. All faculty will receive an email notifying them of their inclusion in the evaluation process, a
detailed timeline of all checkpoints and deadlines, and several documents to help them prepare.
All faculty teaching in the online format are encouraged to familiarize themselves with the OCE Criteria
Information document in order to better understand the evaluation process. Copies of these documents
are available on the Intranet and the Online Faculty Resources Organization in Blackboard.
At the beginning of the course evaluation process, the Distance Education Department will export a copy of
the section to be evaluated ensuring that no live sections are impacted by the process. If the course
content does not reside on WCJC’s LMS (e.g., Aplia, WebAssign, MyCompLab, etc) the faculty member may
need to provide access information to the Distance Education Department.
The course will be reviewed. An initial Online Course Evaluation & Accessibility Feedback Form will be
provided to the faculty member, detailing all critical and suggested revisions. Throughout the semesterlong evaluation cycle, faculty will work with the Distance Education Department to revise and update
course content. All faculty MUST complete revisions in the Faculty Development shell provided for them at
the start of the process. No changes should be made in a live course, as this will cause student confusion.
Revisions and edits made in any other Blackboard course shell will not be evaluated. Division Chairs will be
provided with regular updates to ensure compliance with the established timeline. At the end of the
process, the course will be re-evaluated, and a final Online Course Evaluation & Accessibility Feedback
Form will be forwarded to the faculty member, Department Head, and Division Chair.
Upon completion of the final evaluation process, the Director of Distance Education will also forward the
Online Course Evaluation Acknowledgement & Approval Form that either certifies the course meets or
exceeds WCJC criteria for quality online courses OR does not meet minimum acceptable standards.
If a course does not meet minimum acceptable standards, the Online Course Evaluation & Accessibility
Feedback Form will indicate the critical revisions that MUST be completed before the course can be
taught, as well as important revisions that should be addressed as soon as possible.
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Once the critical revisions have been completed, the faculty member must submit the Course Revision
Approval Form to notify the Director of Distance Education and indicate how and where the critical revisions
were addressed. Once the revisions have been confirmed, a copy of the Course Revision Approval Form
will be returned to the faculty member and Division Chair that either certifies the course meets or exceeds
WCJC criteria for quality online courses OR does not meet minimum acceptable standards.
As detailed above, the OCE/ACR cycle, from initial evaluation to final evaluation, takes place over a
complete semester allowing sufficient time for faculty to make the required revisions prior to the final
evaluation and acquire the final deployment approvals before the start of the next semester. Once a course
has met the minimum standards it will be placed in the regular OCE/ACR cycle.
The Distance Education Department will provide open labs and one-on-one training opportunities to assist
the faculty member with the revisions. It is the responsibility of the faculty member to revise their course
with guidance from the Distance Education Department and acquire the final approvals before the course is
taught.
If course revisions have not been made in a timely manner, the Director of Distance Education will
communicate with the appropriate Division Chair who will determine if the course will be removed from the
schedule. Successfully revising the course by meeting minimum acceptable standards is not the only
consideration when assigning online classes. The final decision on section assignment is the responsibility of
the Department Head and/or Division Chair.

Minimum Expectations for all Online Courses
To ensure consistent and quality elements in all of the WCJC online courses, distance learning instructors
must include (at a minimum) the following in their online course(s):
• A Read Me First document,
• A Getting Started section with all required elements,
• A comprehensive course syllabus that includes the additional Distance Education requirements,
o Detailed Grading Response Timeframe
o Communication Policy with specific response timeframe
o Technology Outage Policy
• A detailed course schedule that includes due dates for the semester, including the Final Exam
• Instructor-created content that meets or exceeds its face-to-face counterpart,
• Required regularly scheduled student-to-student interaction,
Faculty are strongly encouraged to utilize the Final Course Checklist, provided in the Online Faculty
Resources organization in Blackboard, when preparing and/or “rolling over” their course each semester.
This checklist contains not only all of the college requirements but also walks faculty through some of the
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more detailed settings on elements such as exams, assignments, and Respondus LockDown Browser. Most
student issues that occur during the first week can be avoided if faculty utilize the checklist on a regular
basis.

Student Retention Strategies
Online Learner Readiness

WCJC currently utilizes the Online Learning Assessment tool to assist students in identifying their readiness for
online learning. Links to this assessment can be found on the Distance Education page of the WCJC website.
The Learning Assessment will take about 20 minutes from start to finish. The score will not prevent a student
from registering for online classes. Students will receive immediate feedback for each section of the
assessment, along with selected resources and readings.
The Online Learning Assessment will help students identify strengths and opportunities for growth related to
distance learning in 6 key areas:
• Life Factors (work life, home life, study time, etc.)
• Academic Readiness (reading & writing skills, etc.)
• Personal Attributes (self-direction & time management)
• Learning Preferences
• Technology Skills (am I good with computers?)
• Computer Capabilities (is my computer sufficient for online courses?)
Faculty are encouraged to direct potential students, who have questions about online learning, to this
assessment. Many faculty have also found it useful to incorporate the online readiness assessment in the
Getting Started section of their course.
Student Orientation

The Distance Education Department provides an online student orientation to the Blackboard LMS in
the Student Resource organization that all students have access to prior to the start of the term. In
addition to the orientation, this organization provides a wide variety of resources to provide practical
help with accessing and navigating Blackboard and managing online learning. Students also have
access to Blackboard support through the student helpdesk via chat, a ticketing system and via
telephone.
Interaction

In an article in the MERLOT Journal of Online Learning and Teaching, Rebecca Croxton asserts that
effective interaction between students and instructors is an important factor in student satisfaction
and persistence in distance education courses. Croxton’s research finds one of the greatest predictors
of student satisfaction is the prevalence, quality, and timeliness of student–instructor communication.
Further, researchers found a significant, positive correlation between student satisfaction and
timely feedback from the instructor, assessment via multiple methods, and instructor connection.
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Both SACSCOC and Best Practices encourage development of specific communication policies in
course instructions. Instructors should explain how interaction will occur, how much is required, and
how long it usually takes for students to receive feedback or response to inquiries.
The Blackboard LMS provides multiple means of interaction—messaging, assignment comments,
chat, web conferences, announcements, and discussions. The Distance Education Department
provides professional development activities devoted to promoting effective course interaction.

Learning Management System Procedures
Learning Management System Administration
The Director of Distance Education shall be responsible for the administration of the Learning Management
System (LMS).
The Director of Distance Education will work with the Information Technology Services to coordinate
assistance with issues involving, but not limited to, infrastructure and data transfer between systems.
Every course listed in the College’s Student Information System (Banner) will have a course shell created on
the LMS. Creation of course shells will be the responsibility of the Technology Support Specialist.
User accounts and enrollments into the LMS sections will be the responsibility of the Technology Support
Specialist and will be coordinated with the Director of Distance Education. Students accessing WCJC’s LMS will
authenticate using their Banner student user account.
Courses will be maintained on the live LMS for one year. All sections will be systematically archived by the
Technology Support Specialist before they are permanently removed from the LMS. Section archives will be
maintained offline for an additional two years. Sections will be retained (either on the live system or offline)
for a total of three years before they are permanently deleted.
Offline archiving and purging of all courses will be the responsibility of the Technology Support Specialist and will
be coordinated with the Director of Distance Education.
Faculty members are responsible for archiving and maintaining a local copy of each section every semester.
Should a section need to be restored for any reason (grade appeal etc.), it will be done by the faculty member
providing a copy of his/her section archive to the Director of Distance Education
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Section Visibility
The creation of course sections on the LMS server is an automated process. Every attempt will be made to
have all sections available 6 weeks prior to the start of that section. Faculty members will be notified via email
by the Technology Support Specialist when sections have been created.
Sections that do not have a faculty member assigned cannot be created until a faculty member has been
officially assigned in Banner. Once a faculty member has been designated as the faculty of record, the
automated integration process will give the faculty member access to the course within 12 hours of their
assignment in the student information system.
Sections will be visible to faculty members as soon as the section has been created and will remain visible for
one year after which time they will be purged from the LMS. Faculty members will be responsible for
configuring the list of courses they see on the course management system. Sections will be visible to students
by 3 am on the first official day of the section and will be removed from their view by 9 AM 2 weeks after the
official end date of the section.
If students need continued access to a section after the official end date for the section (perhaps in the case of
an “I” grade) the faculty member must email the Technology Support Specialist and provide the course number,
section number, and the name of the student who will need additional access. The faculty member must
notify the DE department when this extended access is no longer needed and request that the student’s
access be disabled.

Merge Request
All Blackboard courses will initially come over from Banner as single sections. All Banner cross-listed courses
will be automatically merged, unless requested otherwise. Faculty will request “Course Merging” on the DE
Faculty Support Request Form to have Face-to-Face classes grouped together EACH SEMESTER. Merge
requests will NOT carry forward. Only merge like instructional types (e.g., F2F with F2F, not F2F with WWW).
All Merge requests must be completed no later than noon (12pm) the Wednesday before official start of term.
Late merge requests will not be honored. It can take up to 3 business days to process merge requests. Faculty
should not begin building, copying, or adding content to a Blackboard course until the merge request is
completed and the courses are merged. Adding content to a course prior to the merge completion will void
the merge request and courses will not be merged.

Placing Course Content into LMS Shell
Once the Technology Support Specialist has created the LMS course shells, the faculty member can begin placing
content into the course shell. This will be done in one of three ways:
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Installing a Publishers Cartridge (e-Pack)

If a new course cartridge (online ready content supplied by the textbook publisher) is to be used for
the course, the faculty member will acquire access to the content and follow the publisher’s emailed
instructions on downloading the content file. The instructor can import the cartridge into their course
or may contact the Technology Support Specialist to ask for assistance.

Creating a New Course with Original Content

If an instructor will be creating a new online/hybrid/web supplemented course using original content,
that faculty member may begin uploading their original content as soon as the shell is made available.

Copying Content from a Previous Course

If the course was taught in the previous year or created in a Faculty Development shell, the content
will still be available to copy into the new semester’s course. Instructions on how to copy content from
a previous semester can be found in the Online Faculty Resource Organization in Blackboard and sent
via email at the start of each semester.

Using Student Preview
Blackboard has a native “Student Preview” mode which allows faculty to view the course fully from the
student perspective. Student preview creates a student account, called the preview user account, logs the
faculty member in as that student and enrolls the faculty member in the current course. When the faculty
member enters student preview mode, the student preview bar appears at the top of every page. The bar
displays the text "Student Preview mode is ON" and has Settings and Exit Preview functions.
Faculty are strongly encouraged to log in as a student prior to the start of the semester and before any major
exam or assignment to ensure that students have the desired access to the materials. The Distance Education
Department also recommends that the faculty member keep the user data when exiting student preview. This
will allow the faculty member to use the preview user in the Grade Center to test grade center calculations.
Student preview function does not currently work with TurnItIn, however. If faculty need a student user to
work with TurnItIn, they will submit a DE Faculty Support Request Form and a student user will be created for
them.

Archiving and Downloading a Local Copy of Course
All faculty using Blackboard should archive their courses at the end of each semester. Archives should be
downloaded and saved to a local location and the archived file removed from the online section. Blackboard
SaaS will back up the LMS server on a nightly basis, which includes all sections currently on the server. The
backup is intended for use in case of a catastrophic failure of the LMS server. It is not intended to be used to
restore individual sections.
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Digitex
Digitex is a collaboration between many of the public community and technical colleges in Texas. Students
may register to take distance learning courses that are not currently offered at WCJC from other colleges
throughout Texas. Faculty may consult their Department Heads and/or Division Chairs if they wish to make
their course available to Digitex students statewide. Complete Digitex Procedures for students can be viewed
on the Digitex section of the Distance Education Program web page.
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Appendix A – SACSCOC Policy Statement
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Southern Association of Colleges and Schools
Commission on Colleges
1866 Southern Lane
Decatur, Georgia 30033-4097

Guidelines for Addressing
Distance and Correspondence Education
A Guide for Evaluators
Charged with Reviewing
Distance and Correspondence Education
This Guide provides assistance for committee members when preparing to serve as
evaluators of distance and correspondence education. It should be used in conjunction
with the Principles of Accreditation, the Resource Manual, and the Handbook for Peer
Evaluators as well as the Commission policy “Distance and Correspondence Education.”
It is divided into four sections:
1.
2.
3.

An Overview of Commission Expectations
Commission Definitions, Standards, and Policies
Distance and Correspondence Program Review Activities





4.

The design of the review
Key persons to be interviewed
Generic questions related to distance and correspondence education
programs being reviewed
Expectations and questions related to standards and requirements of the
Principles

The Application of Findings

An Overview of Expectations
Accreditation is a higher education self-regulatory mechanism that plays a
significant role in fostering public confidence in the educational enterprise and student
learning, in maintaining minimum standards, and in enhancing institutional effectiveness.
It also serves as a means by which institutions recognize and accept one another.
Accreditation’s review process involves making collective professional
judgments. The committee’s responsibility is to provide an objective professional
judgment to the Commission’s Board of Trustees and to the institution as to (1) the
1

institution’s status of compliance with the Principles of Accreditation and (2) the quality
and acceptability of the institution’s Quality Enhancement Plan (applicable to
reaffirmations). The committee also provides advice on other areas of educational
improvement.
The role of the evaluator is to examine the institution’s mission, policies,
procedures, programs, resources and activities that relate to one or more sections or
subsections of the Principles and then bring to the full committee the findings and any
proposed recommendations and comments. To do that, the evaluator will carefully
review the institutional documents, interview faculty, staff, and students, and gather
information that will enable the evaluator to provide an accurate assessment of the
institution.
A committee member is responsible for the following:








Preparing extensively for the visit/review by studying all training materials,
reviewing the institution’s documents and materials, studying the Principles, and
becoming familiar with the specific assignment to review distance and
correspondence learning.
Participating in all scheduled or special meetings of the committee, including
those arranged before the actual review period/visit
Applying the standards to the institution’s distance and correspondence education
programs and services as well as providing input regarding the application of the
other standards.
Coordinating input from other committee members assigned to review various
aspects of distance and correspondence education.
Contributing to the committee’s collective decisions.
Developing and writing, or revising and updating, assigned sections of the
committee report.

Commission Definitions, Standards, and Policies
The Core Requirements, Comprehensive Standards, and Federal Requirements of
the Principles of Accreditation apply to distance and correspondence education as well as
other, more “traditional” methods of delivery. Institutions are responsible for the quality
of programs and courses delivered by means of distance education and for ensuring that
distance and correspondence education programs offered are complemented by support
structures and resources that allow for the total growth and development of students.
The Commission expects institutions to not only meet the Principles as applied to
distance learning, but also to comply with all related Commission policies. Outlined
below is the definition for distance and correspondence education and a summary of
policy statements and standards related to distance and correspondence education.
Definition of Distance Education. For the purposes of the Commission on College’s
accreditation review, distance education is a formal educational process in which the
majority of the instruction (interaction between students and instructors and among
students) in a course occurs when students and instructors are not in the same place.
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Instruction may be synchronous or asynchronous. A distance education course may use
the internet; one-way and two-way transmissions through open broadcast, closed circuit,
cable, microwave, broadband lines, fiber optics, satellite, or wireless communications
devices; audio conferencing; or video cassettes, DVD’s, and CD-ROMs if used as part of
the distance learning course or program.
Definition of Correspondence Education. Correspondence education is a formal
educational process under which the institution provides instructional materials, by mail
or electronic transmission, including examinations on the materials, to students who are
separated from the instructor. Interaction between the instructor and the student is
limited, is not regular and substantive, and is primarily initiated by the student; courses
are typically self-paced.
Policy Statements and Standards.
1.
At the time of review by the Commission, the institution must demonstrate that
the student who registers in a distance or correspondence education course or program is
the same student who participates in and completes the course or program and receives
the credit by verifying the identity of a student who participates in class or coursework by
using, at the option of the institution, methods such as (1) a secure login and pass code,
(2) proctored examinations, and (3) new or other technologies and practices that are
effective in verifying student identification. (Note: This applies to courses in which the
majority of instruction occurs when students and instructor are not in the same
place.)(See also Federal Requirement 4.8. of the Principles of Accreditation.)
2.
The institution must have a written procedure for protecting the privacy of students
enrolled in distance and correspondence education courses or programs. (See also Federal
Requirement 4.8. of the Principles of Accreditation.)
3.
The institution must have a written procedure distributed at the time of registration or
enrollment that notifies students of any projected additional student charges associated with
verification of student identity. (Note: The publication of fees may also be incorporated into
official student documents or institution’s web page that list academic/activities fees for
students.) (See also Federal Requirement 4.8. of the Principles of Accreditation.)
4.
An institution that offers distance or correspondence education must ensure that it
reports accurate headcount enrollment on its annual Institutional Profile submitted to the
Commission.
5.
Institutions must ensure that their distance and correspondence education courses
and programs comply with the Principles of Accreditation. This applies to all
educational programs and services, wherever located or however delivered.
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Distance and Correspondence Program Review Activities
The Design of the Review
The design of the review is dependent on a number of factors, some of which include:
1. Accountability for the delivery and quality of programs. Consider whether the
accountability for the quality of distance learning courses and programs is
centralized or decentralized. Is there one office that coordinates the development
and quality of distance learning courses/programs or is the accountability
decentralized by academic departments or schools? By another means?
2. Scope of the programs. Consider the geographical scope of courses and
programs offered through distance and correspondence education. Review design
might include (1) the review of one site of a similar group of distance learning
activities and (2) the review of multiple sites of distance learning activities
geographically remote from the main campus (by direct visit, interaction by
electronic conferencing, telephone, questionnaire distributed in advance of visit,
etc.
3. The extent of course work/programs. Consider the number and variety of
courses/programs involved where the majority of instruction occurs when
students and instructors are not in the same place.
4. Modes of delivery. Consider the various modes of instruction offered through
technology and student access to those delivery modes.
5. Access to information regarding the programs. Consider all information
provided by the institution in advance of the review and determine additional
information needed to successfully inform evaluators of the courses/programs.
Key Persons to be Interviewed
The distance learning evaluator should review carefully the organizational chart of the
institution and study the administrative structure created for the accountability of distance
learning activities. Who is accountable for distance learning activities? Although the
persons to be evaluated depend on the structure, size, and scope of distance learning
activities, the people who should be considered for interviews are:







Students currently in the programs
Students who have completed one or more distance learning courses
Main campus deans and directors responsible for distance learning activities,
including those responsible for evaluating student learning
Main campus faculty and student support and librarians/learning resource
personnel involved in the distance learning activities
Off-site deans, directors, coordinators, faculty, librarians and administrators
Operational people, such as academic and student services (even though they are
neither the driving force behind the programs nor the persons accountable for the
quality of programs)
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Generic Questions Related to the Distance
and Correspondence Education Programs being Reviewed
Before beginning the review, the evaluator should have received information from the
institution that addresses the following questions:







What distance and correspondence learning courses and programs are being
offered?
What are the modes of delivery for the programs? The description should include
hybrids of online/face-to-face, etc.
Where are they offered?
Why did the institution choose to offer these programs through a distance learning
mode?
Who are responsible for the academic and administrative coordination of the
programs?
Who are “teaching” the courses? Are the faculty of record the same faculty
employed by the institution?

If the evaluator is unclear as to the answers to the above questions, then he/she should
contact the committee chair so that sufficient background is provided in order for
evaluators to begin their reviews.
Expectations and Questions related to the standards
and requirements of the Principles
The Commission on Colleges bases its accreditation of degree-granting higher education
institutions on requirements outlined in the Principles of Accreditation. These
requirements apply to all institutional programs and services, wherever located or
however delivered. This includes programs offered through distance and correspondence
education. Consequently, member and candidate institutions completing a compliance
certification or receiving a committee visit and applicant institutions completing an
application for membership should at a minimum address the following areas.
Mission
Expectations:

If an institution offers significant distance and
correspondence education, it should be reflected in
the institution’s mission.

Questions:

Is there evidence that the governing board has been
involved in the decision to include distance
education courses or programs as a part of the
institution’s mission?
Are distance learning programs part of the mission
statement of the institution? How does the mission
of distance learning “fit” the overall mission of the
institution?
5

Is there evidence of understanding on the part of the
governing board, the administration, and the faculty
concerning how extensive distance education
should become?
Organizational Structure
Expectations:

Administrative responsibility for all educational
programs, including the offering of distance
education courses and programs, should be reflected
in the organizational structure of the institution.

Questions:

What is the administrative structure responsible for
the quality of distance learning programs? Does the
institution maintain control over distance education
programs?
Does the organizational chart for the institution
indicate responsibility for distance education?
Does the organizational structure at the institution
reflect the relationship between courses/programs
offered in traditional formats and courses/programs
offered by distance education?

Institutional Effectiveness
Expectations:

Comparability of distance and correspondence
education programs to campus-based programs and
courses is ensured by the evaluation of educational
effectiveness, including assessments of student
learning outcomes, student retention, and student
satisfaction.
The institution regularly assesses the effectiveness
of its provision of library/learning resources and
student support services for distance or
correspondence education students.

Questions:

How do distance learning programs fit into the
overall plans of the institution?
Who directs the development, planning, and
evaluation of distance learning programs? To what
extent are faculty members involved?
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Has the institution implemented a plan for the
collection of data relating to its distance learning
programs? Is the collected data used in the planning
and evaluation process? Are the research activities
for collecting data regularly evaluated?
Is there evidence that outcomes for the program
have been identified?
Is there evidence that the effectiveness of the
distance education program is regularly assessed
and steps taken for improvement of the program? Is
the evaluation plan part of a broader institutional
plan?
Has the institution developed student learning
competencies for the courses/programs offered by
distance education? If these are the same
competencies for courses/programs offered by
“traditional” methodologies, is assessment
identified for distance learning students separate
from students taking courses by “traditional”
methodologies?
Curriculum and Instruction
Expectations:

The faculty assumes primary responsibility for and
exercises oversight of distance and correspondence
education, ensuring both the rigor of programs and
the quality of instruction.
The technology used is appropriate to the nature and
objectives of the programs and courses and
expectations concerning the use of such technology
are clearly communicated to students.
Distance and correspondence education policies are
clear concerning ownership of materials, faculty
compensation, copyright issues, and the use of
revenue derived from the creation and production of
software, telecourses, or other media products.
Academic support services are appropriate and
specifically related to distance and correspondence
education.
Program length is appropriate for each of the
institution’s educational programs, including those
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offered through distance education and
correspondence education.
For all degree programs offered through distance or
correspondence education, the programs embody a
coherent course of study that supports the
institution’s mission and is based upon fields of
study appropriate to higher education.
For all courses offered through distance or
correspondence education, the institution employs
sound and acceptable practices for determining the
amount and level of credit awarded and justifies the
use of a unit other than semester credit hours by
explaining its equivalency.
An institution entering into consortial arrangements
or contractual agreements for the delivery of
courses/programs or services offered by distance or
correspondence education is an active participant in
ensuring the effectiveness and quality of the
courses/programs offered by all of the participants.
The institution’s curriculum designed for distance
learning is directly related and appropriate to the
mission of the institution.
The institution makes available to students current
academic calendars, grading practices, and refund
policies.
Questions:

How appropriate are the delivery systems for the
programs being offered?
Are admissions, degree completion, curriculum, and
instructional design policies and procedures the
same as those used for traditional campus-based
programs?
Does the institution contract for the delivery of
instruction of any or all of its distance learning
program with an outside party? Do the contracts
provide for quality control by the institution
awarding credit for the distance learning course or
program? Are provisions of the agreement, contract,
or arrangement clearly delineated? Is there
provision for regular evaluation of the effectiveness
of the arrangement?
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Are goals and objectives, and skills and
competencies for distance learning programs
comparable to those expected for traditional
campus-based programs?
Does the administrative structure for provision of
distance education courses/programs appropriately
involve faculty as well as administrators? What role
do the academic departments play in the design and
coordination of courses?
Are faculty members in distance learning programs
also involved in curriculum development, in
coordinating syllabi, and in preparing
comprehensive examinations?
Is there appropriate technological assistance for
faculty charged with developing distance education
courses/programs?
If “outside experts” develop and provide distance
education courses/programs, what is the role of the
institution’s faculty?
Are the technological delivery modes, instructional
design, and resource materials appropriate for the
courses and programs? Does the technology used
enhance student learning?
Does the institution provide adequate technology
for its distance education courses and does it
upgrade the technology as needed?
Does the institution make training in technology
available to faculty members teaching distance
education courses?
Is assistance in use of required technology provided
to distance education students who need it?
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Faculty
Expectations:

An institution offering distance or correspondence
learning courses/programs ensures that there is a
sufficient number of faculty qualified to develop,
design, and teach the courses/programs.
The institution has clear criteria for the evaluation
of faculty teaching distance education courses and
programs.
Faculty who teach in distance and correspondence
education programs and courses receive appropriate
training.

Questions:

What role is expected of faculty members relative to
distance education courses/programs?
Are there policies concerning the expectations of
full and part time faculty planning for, designing,
and teaching distance education courses? What is
the percentage of full-time/part-time faculty who
are involved in courses/programs designated as
distance and correspondence education?
Is there evidence that consideration is given to the
demands of teaching distance learning courses and
do faculty loads reflect this consideration?
What procedures are in place to ensure
communication between faculty and students?
What are the defined qualifications for faculty
members teaching distance education courses?
How does the institution ensure that faculty are
qualified to teach those courses?
Is there evidence that the institution has considered
the differences between teaching distance education
courses and teaching courses offered using
“traditional” methodologies?
Does the institution regularly evaluate the
effectiveness of faculty members who teach
distance education courses? Are the criteria clear
for evaluating distance education faculty?
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How does the institution orient and train faculty for
teaching in these programs?
Does the institution make professional development
activities and training available to distance
education faculty members and ensure that distance
education faculty members engage in that training
and professional development?
Is there evaluation of faculty members teaching
distance education courses? Is there a clear
understanding among distance education faculty
members concerning expectations and criteria for
evaluation? Does the institution publish its criteria
for evaluation of and expectations concerning the
teaching of distance education courses? Is there
evidence in faculty files of evaluation of distance
education faculty members using established and
published criteria?
What is the interaction that occurs between students
and faculty in these programs and how is the quality
of interaction perceived by faculty and students?
Library\Learning Resources
Expectations:

Students have access to and can effectively use
appropriate library and learning resources
supporting distance learning activities.
Access is provided to laboratories, facilities, and
equipment appropriate to the courses or programs

Questions:

What arrangements has the institution made for
ensuring that students have access to appropriate
learning resources? Are the resources adequate to
support the programs?
What learning resources are available to distance
education students?
How are distance education students made aware of
the available learning resources?
Do distance education students have access to
professional assistance at times when they are likely
to need assistance?
11

How does the institution know that its provision of
resources and assistance to distance learning
students is adequate?
Does the institution make available to distance
education students information concerning what
will be needed to access learning resources for their
enrolled distance education courses?
Does the institution provide regularly scheduled
orientation sessions for distance education students?
Is data available indicating that provision of
learning resources to distance education is effective
and that it is regularly evaluated and improved
where appropriate?
Student Support Services
Expectations:

Students have adequate access to the range of
services appropriate to support the programs offered
through distance and correspondence education.
Students in distance or correspondence programs
have an adequate procedure for resolving their
complaints, and the institution follows its policies
and procedures.
Advertising, recruiting, and admissions information
adequately and accurately represent the programs,
requirements, and services available to students.
Documented procedures assure that security of
personal information is protected in the conduct of
assessments and evaluations and in the
dissemination of results.
Students enrolled in distance education courses are
able to use the technology employed, have the
equipment necessary to succeed, and are provided
assistance in using the technology employed.

Questions:

Has the institution made appropriate and necessary
adjustments to ensure adequate student
development services for students involved in
distance learning programs? Is there a supervisor
responsible for ensuring such services?
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Does the institution have a sufficient number of
trained student service personnel to ensure
provision of appropriate support in such areas as
admissions or counseling?
Does the institution have a sufficient number of
trained academic support personnel to ensure
provision of academic assistance needed by distance
education students?
Does the institution ensure that services are
available?
Does the institution provide distance education
students with material indicating student services
and academic services which are available to them
and how to access the services?
How does the institution identify distance education
students who need academic assistance and how
does it intervene to provide that assistance?
Is there data that demonstrates achievement by
distance education students of learning outcomes
established by the institution?
Facilities and Finances
Expectations:

The institution provides appropriate facilities,
equipment, and technical expertise required for
distance and correspondence education.
The institution, in making distance and
correspondence education courses/programs a part
of its mission, provides adequate funding for
faculty, staff, services, and technological
infrastructure to support the methodology.

Questions:

Does the budget reflect provision of funding for
needs of distance education at the institution to
include technology, faculty, staff, administrative
personnel, learning resources, and services? Are
the funding needs reflected in the annual budget and
in long-range budgetary projections for the
institution?
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Are the technological resources, means of delivery,
and other physical resources available, maintained,
staffed, and current?
Are there sufficient financial resources available
and committed to support distance learning
activities and how is it supported by the budget?
Is there a financial plan for maintaining the support
systems needed for the programs, including
upgrading systems currently being used and
maintaining currency of technological delivery?
What arrangements has the institution made for
required laboratories, workshops, etc. associated
with distance learning programs?

Federal Requirements
Expectation 1:

Questions:

The institution is expected to provide distance
education students with processes by which they
can submit complaints.
Do distance education students know how they may
file a complaint and receive feedback on resolution
of the complaint? Is there a process by which a
distance education student may file a complaint and
receive response within a reasonable time is
provided to the student upon registration?
Does documentation exist indicating that
institutions are responsive to student complaints and
to resolving the complaint within a reasonable time
period?

Expectation 2:

All recruitment materials accurately represent the
institution’s practices and policies.

Questions:

Who is responsible for ensuring the accuracy of
materials used for the recruitment of students?
What is the process for maintaining accuracy? Are
requirement materials accurate?

Expectation 3:

An institution that offers distance or correspondence
education demonstrates that the student who
registers in a distance or correspondence education
course or programs is the same student who
14

participates in and completes the course or program
and receives the credit by verifying the identity of a
student who participates in class or coursework by
using such methods as (1) a secure login and pass
code, (2) proctored examinations, or (3) new or
other technologies and practices that are effective in
verifying student identification.
Questions:

What are the methods used by the institution to
verify student identity? Are the methods adequate
and effective?

Expectation 4:

The institution has a written procedure for
protecting the privacy of students enrolled in
distance and correspondence education courses or
program.

Questions:

What is the procedure for protecting the privacy of
students enrolled in these courses? Is the procedure
adequate and effective?

Expectation 5:

If the institution charges students additional fees for
costs associated with the verification of student
identity, the institution has a written procedure
distributed at the time of registration or enrollment
that notifies students of any projected additional
student charges.

Questions:

What is the procedure for notifying students
regarding additional student charges associated with
such verification? Where is it written and how is
the student notified? What is the timing of
notification?

The Application of Findings
Following the review of distance and correspondence learning courses and programs, the
evaluator, in concert with the other committee members, determines whether the
institution meets the standards and the policies of the Commission.
For a reaffirmation of accreditation review
or initial accreditation review
If an institution fails to assess its distance and correspondence education in its
Compliance Certification when it indicates on its Institutional Summary Form that it
offers the courses/programs, then the Off-Site Reaffirmation Committee (Accreditation
Committee for applicant institutions) will find the institution noncompliant with CS 3.13.
15

If an institution partially assesses its distance and correspondence education in its
Compliance Certification; that is, evaluates its quality in the application of some
standards and not others that are relevant, then the Off-Site Reaffirmation Committee
(Accreditation Committee for applicant institutions) will find the institution to be out of
compliance with the specific standard(s) not addressed but relevant to distance learning
activities. This would be done in lieu of citing CS 3.13.
For a substantive change review
with a focus on distance and correspondence education
In the review of its distance and correspondence education courses/programs, the
institution will complete a template listing standards specifically designed for assessing
distance learning activities. Therefore, Substantive Change Committees will cite the
institution for the standards listed on the template for which it finds the institution to be
out of compliance.
For the fifth-year interim review
If an institution fails to assess its distance and correspondence education in its Fifth-Year
Compliance Certification when it indicates on its Institutional Summary Form that it
offers the courses/programs, then the Fifth-Year Interim Committee will request a
Referral Report in which the institution must document compliance with CS 3.13.
If an institution partially assesses its distance and correspondence education; that is,
evaluates its quality in the application of some standards and not others that are relevant,
then the Fifth-Year Interim Committee will request a Referral Report in which the
institution must document compliance with the specific relevant standard(s) not
addressed in the Compliance Certification. This would be done in lieu of citing CS 3.13.
Document History
Approved: SACSCOC Executive Council: December 2011
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PRINCIPLES OF GOOD PRACTICE FOR ACADEMIC DEGREE AND CERTIFICATE PROGRAMS
AND CREDIT COURSES OFFERED AT A DISTANCE
DEFINITION
Texas Administrative Code, Title 19, Part 1, Chapter 4, Subchapters P and Q define distance education
as any formal educational process that occurs when students and instructors are not in the same
physical setting for the majority (more than 50 %) of instruction. Distance education includes offcampus face-to-face, electronic to group, hybrid/blended, fully online, and 100 percent online courses
and programs as defined by the Texas Higher Education Coordinating Board (THECB). Distance
Education at all public institutions of higher education in Texas is designed to provide students across
the state with access to courses and programs that meet their needs.
The Principles of Good Practice for Academic Degree and Certificate Programs and Credit Courses
Offered at a Distance apply to course types in distance learning as described in the Texas
Administrative Code, Title 19, Part 1, Chapter 4, Subchapter P, Rule 4.257 and Subchapter Q, Rule
4.272. Institutions of higher education should make a reasonable effort to provide an accurate
description of hybrid/blended, fully online, and 100 percent online courses or programs to students,
including the amount of face-to-face or synchronous meetings and in-person proctored exams.
Complying with the PGP guidelines does not guarantee compliance with federal requirements,
regulatory authority or quality assurance standards. This document was derived from a collective
review of the original PGP guidelines, Southern Association of Colleges and Schools Commission on
Colleges (SACSCOC) standards, Council of Regional Accrediting Commissions (C-RAC) guidelines,
Quality Matters (QM) rubrics, and Online Learning Consortium Quality Scorecard (SC). Each item has a
list of standards or regulation documents that it is mapped to at the end of the statement. The item
that is bolded is the originating document. If no item is bolded, then this item was in the original PGP.
For example, the following entry means the statement came from C-RAC originally, but is also
referenced in QM, SACSCOC, and SC:
Students using distance learning demonstrate proficiency in the use of electronic forms of learning
resources. (C-RAC, QM, SACSCOC, SC)
BASIC ASSUMPTIONS
There are six basic assumptions central to the Principles of Good Practice for Academic Degree and Certificate
Programs and Credit Courses Offered at a Distance.
1. The course or program offered at a distance is provided by or through an institution that is
accredited by an accrediting agency recognized by the Texas Higher Education Coordinating Board
and authorized to operate in the state where the course or program originates.
2. The institution's programs and courses holding specialized accreditation meet the same
requirements when offered at a distance.
3. The "institution" may be a single institution or a consortium of such institutions.
4. These principles are generally applicable to degree or certificate programs and to courses offered
at a distance.
5. It is the institution's responsibility to review educational programs and courses it provides at a
distance and certify continued compliance with these principles.
6. Institutions offering programs or credit courses are responsible for satisfying all in-state approval and
accreditation requirements before students are enrolled.
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INSTITUTIONAL CONTEXT AND COMMITMENT
There are 31 principles related to Institutional Context and Commitment which are separated into the
subheadings Role and Mission, Planning, Students and Student Services, Library and Learning Resources,
Faculty Support, and Resources for Learning.

R ole and M ission
1. If an institution offers a significant portion of its courses and programs at a distance, it should be
clearly reflected in the institution’s mission. (C-RAC, SACSCOC, SC)
2. The mission statement explains the role of distance learning within the range of the institution’s
programs and services. (C-RAC, SACSCOC)
3. Institutional and program statements of vision and values inform how the distance learning
environment is created and supported. (C-RAC, SACSCOC)
4. As appropriate, the institution incorporates into its distance learning programs methods of meeting the
stated institutional goals for the student experience at the institution. (C-RAC, SACSCOC)
5. The recruitment and admissions programs supporting the distance learning courses and programs
appropriately target the student populations to be served. (C-RAC, SACSCOC)
6. The students enrolled in the institution’s distance learning courses and programs fit the admissions
requirements for the students the institution intends to serve. (C-RAC, SACSCOC)
7. Senior administrators and staff can articulate how distance learning is consonant with the institution’s
mission and goals. (C-RAC, SACSCOC, SC)

P lanning
8. The institution prepares a multi-year budget for distance learning that includes resources for
assessment of program demand, marketing, appropriate levels of faculty and staff, faculty and staff
development, library and information resources, and technology infrastructure. (C-RAC, SC)
9. The institution provides evidence of a multi-year technology plan that addresses its goals for distance
learning and includes provision for a robust and scalable technical infrastructure. (C-RAC)
10. Development and ownership of plans for distance learning extend beyond the administrators directly
responsible for it and the programs directly using it. (C-RAC)
11. Planning documents are explicit about any goals to increase numbers of programs provided through
distance learning courses and programs and/or numbers of students to be enrolled in them. (C-RAC)
12. Plans for distance learning are linked effectively to budget and technology planning to ensure adequate
support for current and future offerings. (C-RAC)
13. Plans for expanding distance learning demonstrate the institution’s capacity to assure an appropriate
level of quality. (C-RAC)
14. The institution and its distance learning programs have a track record of conducting needs analysis and
of supporting programs. (C-RAC)

Students and Student Services
15. Advertising, recruiting, and admissions materials clearly and accurately represent the distance learning
course or program and the services available. (C-RAC, SACSCOC, SC)
16. The institution has admission/acceptance criteria in place to assess the extent to which a student has
the background, knowledge and technical skills required to undertake the course or program. (C-RAC,
SACSCOC, SC)
17. Course/program announcements and electronic catalog entries provide appropriate and
accurate information for distance learning courses such as program goals, academic
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requirements, academic calendar, and faculty. (C-RAC, SACSCOC, SC)
18. Students should be provided with clear, complete, and timely information on the curriculum, course
and degree program requirements, nature of faculty/student interaction, assumptions about
technological competence and skills, technical equipment requirements, availability of academic
support services and financial aid resources, and costs and payment policies. (C-RAC, QM, SACSCOC,
SC)
19. The institution provides good web-based information to students about the nature of the
distance learning environment and assists them in determining if they possess the skills
important to succeed in distance learning. (C-RAC, SACSCOC, SC)
20. Students enrolled in distance education courses are able to use the technology employed, have
the equipment necessary to succeed, and are provided assistance in the technical environment.
(C-RAC, SACSCOC, SC, QM)
a. The institution provides a distance learning orientation program; (C-RAC, SC)
b. Students in distance learning programs have ready access to technology support,
preferably 24/7 support; (C-RAC, SC)
c. Students using distance learning demonstrate proficiency in the use of electronic forms
of learning resources. (C-RAC, QM, SACSCOC, SC)
21. Students have adequate access to the range of services appropriate to support the programs
offered through distance education. (C-RAC, QM, SACSCOC, SC)
a. Students in distance learning programs have adequate access to student services,
including financial aid, course registration, and career and placement counseling; (CRAC, QM, SACSCOC, SC)
b. The institution provides support services to students in formats appropriate to the
delivery of the distance learning program. (C-RAC, QM, SACSCOC, SC)
22. Enrolled students have reasonable and adequate access to the range of student services and student
rights appropriate to support their learning. (C-RAC, QM, SACSCOC, SC)
a. Student complaint processes are clearly defined and can be used electronically; (C-RAC,
SACSCOC, SC)
b. Students in distance programs have an adequate procedure for resolving their
complaints, and the institution follows its policies and procedures. (C-RAC, SACSCOC,
SC)
23. Students are provided with reasonable and cost-effective ways to participate in the institution’s system
of student authentication. (C-RAC, SACSCOC)
24. Documented procedures assure that security of personal information is protected in the conduct
of assessments and evaluations and in the dissemination of results. (C-RAC, SACSCOC)

Library and Learning R esources
25. Students have access to and can effectively use appropriate library and learning resources.
(SACSCOC, C-RAC, SC, QM)
26. Students using distance learning have adequate access to learning resources, including library,
information resources, laboratories, equipment appropriate to academic courses or programs.
(SACSCOC, C-RAC, SC, QM)

Faculty Support
27. The course of program provides faculty support services and training specifically related to teaching via
distance learning modalities. (C-RAC, SACSCOC, SC)
28. The institution provides adequate equipment, software, and communications access to faculty to
support interaction with students, institutions, and other faculty. (C-RAC, SACSCOC)
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29. Policies for faculty evaluation include appropriate recognition of teaching and scholarly activities related
to courses of programs offered via distance. (C-RAC, SACSCOC)

R esources for Learning
30. The institution ensures that appropriate learning resources are available to students. (C-RAC,
SACSCOC, SC, QM)
31. The institution evaluates the adequacy of and the cost to students for access to learning resources. (CRAC)
CURRICULUM AND INSTRUCTION
There are 24 principles related to Curriculum and Instruction.
1. A degree or certificate course or program offered electronically is coherent and complete. (C-RAC,
SACSCOC)
2. The course or program provides for regular and substantive interaction between faculty and students,
students and students, and student and content. (C-RAC, SACSCOC, SC, QM)
3. Academic standards and student learning for all courses or programs offered at a distance will be the
same as those for courses or programs delivered by other means at the institution where the course or
program originates. (C-RAC, SACSCOC, SC)
4. Qualified faculty provide appropriate oversight of the course or program that is offered electronically.
(C-RAC, SACSCOC)
5. The faculty assumes primary responsibility for and exercises oversight of distance education, ensuring
both the rigor of programs and the quality of instruction. (C-RAC, SACSCOC)
6. The technology used is appropriate to the nature and objectives of the courses and programs and
expectations concerning the use of such technology are clearly communicated to students. (C-RAC,
SACSCOC, SC, QM)
7. Distance education policies are clear concerning ownership of materials, faculty compensation,
copyright issues, and the use of revenue derived from the creation and production of software,
telecourses, or other media products. (SACSCOC, C-RAC)
8. Academic support services are appropriate and specifically related to distance education. (SACSCOC,
C-RAC, SC, QM)
9. Program length is appropriate for each of the institution’s educational programs, including those
offered through distance education. (SACSCOC, C-RAC, SC)
10. For all degree programs offered through distance education, the programs embody a coherent course
of study that is compatible with the institution’s mission and is based upon fields of study appropriate
to higher education. (SACSCOC, C-RAC, SC)
11. For all courses offered through distance education, the institution employs sound and acceptable
practices for determining the amount and level of credit awarded and justifies the use of a unit other
than semester credit hours by explaining its equivalency. (SACSCOC, C-RAC)
12. An institution entering into consortial arrangements or contractual agreements for the delivery of
courses/programs or services offered by distance education is an active participant in ensuring the
effectiveness and quality of the courses/programs offered by all of the participants. (SACSCOC, CRAC)
13. The institution’s policies on academic integrity include explicit references to online learning and are
discussed during the orientation for online students. (C-RAC, QM)
14. Approval of online courses and programs follows standard processes used in the college or university.
(C-RAC)
15. Online learning courses and programs are evaluated on a periodic basis. (C-RAC)
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16. The curricular goals and course objectives show that the institution or program has knowledge of the
best uses of online learning in different disciplines and settings. (C-RAC, SACSCOC, SC)
17. Curricula delivered through online learning are benchmarked against on-ground courses and programs,
if provided by the institution, or those provided by traditional institutions. (C-RAC)
18. The curriculum is coherent in its content and sequencing of courses and is effectively defined in easily
available documents including course syllabi and program descriptions. (C-RAC, QM, SACSCOC, SC)
19. Scheduling of online learning courses and programs provides students with a dependable pathway to
ensure timely completion of degrees. (C-RAC)
20. The institution or program has established and enforces a policy on online learning course enrollments
to ensure faculty capacity to work appropriately with students. (C-RAC)
21. Expectations for any required face-to-face, on-ground work (e.g., internships, specialized laboratory
work) are stated clearly. (C-RAC)
22. Curriculum design and the course management system enable active faculty contribution to the
learning environment. (C-RAC, QM)
23. Course and program structures provide schedule and support known to be effective in helping online
learning students persist and succeed. (C-RAC, QM, SACSCOC. SC)
24. Accessibility of course content and technologies required for course completion is reviewed and
alternative methods for access are identified if necessary. (QM, SC)
FACULTY
There are ten principles related to Faculty.
1. The institution’s faculty have a designated role in the design and implementation of its online learning
offerings. (C-RAC)
2. An institution offering distance learning courses/programs ensures that there is a sufficient number of
faculty qualified to develop, design, and teach the courses/programs. (C-RAC, SACSCOC)
3. The institution has clear criteria for the evaluation of faculty teaching distance education courses and
programs. (C-RAC, SACSCOC, SC)
4. Faculty who teach in distance education courses and programs receive appropriate training. (C-RAC,
SACSCOC, SC)
5. Online learning faculties are carefully selected, appropriately trained, frequently evaluated, and are
marked by an acceptable level of turnover. (C-RAC, SACSCOC, SC)
6. The institution’s training program for online learning faculty is periodic, incorporates tested good
practices in online learning pedagogy, and ensures competency with the range of software products
used by the institution. (C-RAC, SACSCOC, SC)
7. Faculty are proficient and effectively supported in using the course management system. (C-RAC,
SACSCOC)
8. The office or persons responsible for online learning training programs are clearly identified and have
the competencies to accomplish the tasks, including knowledge of the specialized resources and
technical support available to support course development and delivery. (C-RAC, SACSCOC)
9. Faculty members engaged in online learning share in the mission and goals of the institution and its
programs and are provided the opportunities to contribute to the broader activities of the institution.
(C-RAC, SACSCOC)
10. Students express satisfaction with the quality of the instruction provided by online learning faculty
members. (C-RAC, SACSCOC, SC)
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EVALUATION AND ASSESSMENT
There are seven principles related to Evaluation and Assessment.
1. Assessment of student learning follows processes used in onsite courses or programs and/or reflects
good practice in assessment methods. (C-RAC, QM, SACSCOC)
2. Student course evaluations are routinely taken and an analysis of them contributes to strategies for
course improvements. (C-RAC, SACSCOC)
3. The institution regularly evaluates the effectiveness of the academic and support services provided to
students in online courses and uses the results for improvement. (C-RAC, SACSCOC)
4. The institution documents its successes in implementing changes informed by its programs of
assessment and evaluation. (C-RAC, SACSCOC)
5. The institution sets appropriate goals for the retention/persistence of students using online learning,
assesses its achievement of these goals, and uses the results for improvement. (C-RAC, SACSCOC)
6. If faculty roles are distributed, the evaluation strategies ensure effective communication between
faculty members who design curriculum, faculty members who interact with students, and faculty
members who evaluate student learning. (C-RAC, SACSCOC)
7. The institution utilizes examples of student work and student interactions among themselves and with
faculty in assessment of program learning outcomes. (C-RAC, SACSCOC)
FACILITIES AND FINANCES
There are two principles related to Facilities and Finances.
1. Appropriate equipment and technical expertise required for distance education are available. (C-RAC,
QM, SACSCOC, SC)
2. The institution, in making distance education courses/programs a part of its mission, provides adequate
funding for faculty, staff, services, and technological infrastructure to support the methodology. (CRAC, SACSCOC, SC)
ADHERENCE TO FEDERAL REQUIREMENTS
There are 6 principles related to Adherence to Federal Requirements.
1. The institution demonstrates that the student who registers in a distance education course or program
is the same student who participates in and completes the course or program and receives the credit
by verifying the identity of a student who participates in class or coursework by using, at the option of
the institution, methods such as (1) a secure login and pass code, (2) proctored examinations, and (3)
new or other technologies and practices that are effective in verifying student identification. (C-RAC,
SACSCOC, SC)
2. The institution demonstrates that it has a written procedure for protecting the privacy of students
enrolled in distance education courses or programs. (C-RAC, SACSCOC, SC)
3. The institution demonstrates that it has a written procedure distributed at the time of registration or
enrollment that notifies students of any projected additional student charges associated with
verification of student identity. (C-RAC, SACSCOC)
4. The institution that offers distance education must ensure that it reports accurate headcount
enrollment on its annual Institutional Profile submitted to the Commission. (C-RAC, SACSCOC)
5. The institution demonstrates that efforts are made to ensure compliance with federal and state
accessibility requirements. (SC)
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6. The institution demonstrates that efforts are made to ensure compliance with federal student financial
aid requirements. (NASFAA)
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Online Course Development Form
FACULTY: Please provide the following information and complete all fields below.
Instructor:

Email:

Telephone:

Department:

Division:

Division Chair:

Course Title:

Course Number:

Check DE Format:

Online

Hybrid

Is this your first time to develop an online/hybrid course?

Yes

No

Is this course being developed as a MASTER course?
Yes
No
(Note: Master courses must receive an Exemplary rating to be approved for utilization by multiple instructors.)
Submit course to OCE Committee by:

To teach online/hybrid this semester:

Final approval deadline:

July 15th

Fall

August 15th

December 1st

Spring

January 2nd

April 1st

Summer I & Summer II

May 1st

I have reviewed the DE Faculty Handbook regarding online course development and delivery and am
aware of the review process, applicable procedures, and approval deadlines.

Faculty Signature

Date

* You should know that course development time can vary greatly depending on your comfort and experience with technology. First-time developers
are strongly encouraged to seek out the assistance of the Distance Education Department.

COURSE DEVELOPMENT APPROVALS
Pre-Development Approval

___________________________
Department Head Signature

Date

_____________________________
Division Chair Signature

Date

Please return this form to the Director of Distance Education who will forward to Division Chair following the Online Course Evaluation.

Distance Education Approval
This course meets the minimum requirements based on the Course Evaluation Rubric.

_______________________________
Director of Distance Education

Date

Final Online Delivery Approval

_______________________________
Division Chair
Please return this complete form to the Director of Distance Education – Wharton DE 103.

Date
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I. Course Overview &
Getting Started

1.1 Course syllabus is in the current approved format and contains all required components.
1.2 The course grading policy is stated clearly with appropriate response time.
1.3 Course contains a Getting Started section with all required documents. (“Read Me First,”
Syllabus, Orientation, Syllabus Acknowledgement Quiz, Copyright Notice, Academic Integrity
Statement, Supplemental Platform Information – where required, How to Test with
Respondus link, Course FAQs, and a link to DE FAQs)
1.4 Respondus Monitor information is contained within the syllabus, complete with required
materials, expectations, and consequences.
1.5 Course orientation document introduces purpose and structure of the course and includes an
instructor introduction/biography.
1.6 Additional overviews and instructions are provided to students for any additional
technologies/publisher materials utilized in the course.
1.7 Expectations for course communication are clearly outlined, including appropriate instructor
response time.

V. Course Technology

IV. Assessment &
Evaluation of Student
Learning

III. Instructional Materials,
Activities, & Interaction

II. Course
Organization
& Navigation

1.8 Students are asked to introduce themselves to the class via the discussion tool.
2.1 Navigation in the course is logical, consistent, and efficient.
2.2 The Syllabus & Read Me First are course-linked on the course menu.
2.3 Web pages, file formats and design factors are consistent and functional in all aspects of the
course.
2.4 Course menu is concise, well-formatted, and unused tools and content areas have been
deleted.
3.1 Module/Unit/Section Overviews are present and contain learning outcomes, instructional,
and assessment activities.
3.2 The distinction between required and optional materials is clearly explained.
3.3 Course contains instructor created content that meets the standards of its face-to-face
counterpart.
3.4 Course provides multiple activities to help students develop critical thinking and/or problemsolving skills.
3.5 Course offers multiple opportunities for student-to-student, student-to-instructor and
student-to-content interaction and communication throughout the course.
3.6 The course provides a broad range of media elements including interactive activities that
enhance and enrich the student learning environment.
4.1 Multiple assessment strategies are used on a consistent and ongoing basis.
4.2 Students have opportunity for self-assessment during each course component.
4.3 Detailed instructor feedback (e.g., rubrics) is used for all appropriate assessments within the
course.
4.4 Course assignment instructions clearly communicate expectations, formatting requirements,
and grading criteria.
4.5 My Grades is well-organized, contains current due dates, and contains accurate calculations
that reflect course syllabus grading formula.
4.6 Respondus LockDown Browser & Monitor must be used for at least one exam.
5.1 Course uses a variety of technology tools that are appropriate and effective for facilitating
communication and learning.
5.2 Instructor provides multiple opportunities for students to provide feedback about the ease of
online technology in the course.
5.3 Students can readily access the technologies required in the course, support for the
technologies, and instructions on the use of the technologies.
5.4 Audio is clear with minimal background noise and/or audio interference.

Effective

Online Course Evaluation & Accessibility Checklist

Revise

Standard

VIII. Accessible Materials
& Navigation
X.
Accessible IX. Readability
Multimedia

6.2 The course contains a link to Distance Education frequently asked questions.
6.3 Course offers access to course-specific resources.
7.1 Course links to WCJC Accessibility page that which contains institutional policies, contacts,
and procedures regarding accessibility at WCJC.
7.2 Course syllabus includes WCJC’s current accommodation statement and link to disability
services
7.3 Course instructions articulate or link to an explanation of how the institution’s disability
services and resources can help students succeed in the course and how students can access
the services.
7.4 Links to product accessibility or assistive technology user information are provided within the
course.
8.1 Course and course-based (internal) content allows for the use of keyboard controls.
8.2 External course content (web-linked) allows for the use of keyboard controls.
8.3 All documents, web pages, and PowerPoint slides maintain a proper reading order.
8.4 Course utilizes meaningful link text.
8.5 Course does not require inaccessible technology or applications to be used without having an
equivalent accessible alternative.
8.6 Math and science equations are written in an accessible format.
8.7 Alt text descriptions are provided for images.
8.8 Videos have accurate synchronized captions & audio files have accompanying accurate
transcripts.
8.9 Course limits the use of abbreviations.
9.1
9.2
9.3
9.4
9.5
9.6

Course documents use properly formatted headings to structure the page.
Lists are formatted as lists.
Tables are created with column and row headers and ensure proper reading order.
Course and documents use sufficient color contrast.
Color is never used alone to convey meaning.
Font meets accessibility requirements.

10.1 Course eliminates or limits blinking/flashing content to 3 seconds.
10.2 Course utilized accessible media players for audio/video content.
11.1 Course includes a “For Instructor” area on the course menu, hidden from students.

XI. Master Course

Effective

6.1 The course contains a comprehensive list, or provides a link to, course-specific frequently
asked questions.

Revise

Online Course Evaluation & Accessibility Feedback Form

VII. Accessibility
Information

Standard

VI. Learner
Support
& Resources

5.5 All video is clear with adequate lighting and avoids features that are distracting to the learning
environment.

11.2 Course includes a detailed “Instructor Read Me First” document.
11.3 Course includes a detailed “Instructor Walkthrough” document.
11.4 Course includes a detailed sample syllabus, in Word format, highlighting areas requiring
modification.
11.5 Course contains detailed instructions and checklist for modifying key areas of the course.
11.6 Where appropriate, course contains instructions on how to access/use/modify external
instructional resources.

NA
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Online Students – Distance Learning Testing
Remote Test Site & Proctor Approval Form
Approval Deadlines:
This form must be completed and returned to the course instructor 10 Business Days prior to the day of
testing by the students.
Remote Site Approval:
Location must be a college, university, military Educational Services Office, an education office or librarian at a
community college, university, or academic institution or certified testing center. No other locations will be
approved. A new Remote Test Site & Proctor Approval Form is required for each course, each semester.
Remote Proctor Approval:
Must be an employee affiliated with the remote site who is willing and authorized to administer exams.
Military Test Proctors:
Must be appointed or assigned to the Educational Services Office or a military officer of a higher rank.
Fees:
Student is responsible for all fees charged by the remote test site.

Student Section: To be completed by student.
Semester:
Student’s Last Name:

___Course Number:

__Course Name:

_

________ ____Student’s First Name: __________________________

Student’s WCJC ID Number: _____________________________
Home Phone:

Mobile Phone:

Email Address:
Exam/Exams to be Completed via Proctor (e.g., Midterm, Exam 2, etc.): _____________________________
________________________________________________________________________________________
I, the student named above, agree to the following: (1) to locate an approved proctor or testing
center and set up an appointment for my course exam(s), accordingly to published exam dates; (2) to
arrange for fee payment for the proctoring services, if applicable; (3) to provide the proctor with this
form to complete and a copy of Proctoring Guidelines and Responsibilities document; (4) submit
completed Remote Test Site & Proctor Approval Form to my instructor 10 business days prior to
testing date for instructor approval; and (5) to send an email to my instructor 3-5 business days prior to
start of each exam to be proctored.
All information provided in this form is correct to the best of my knowledge.
Student’s Signature

Date

Proctor Section: To be completed by proctor or testing center representative.
Remote Test Site Name:
Phone Number:

_________
________ Fax Number:

Mailing Address:
Proctor’s Name:

_________
_________

_______Proctor’s Title:

_________

Proctor’s Email:
I hereby certify that I will administer exams under conditions required and requested by WCJC as indicated
on the Proctoring Guidelines & Responsibilities document provided.
Proctor’s Signature

Date

Instructor Section: To be completed and approved by instructor before exam administered.
Instructor Last Name:

Instructor First Name:

__________

Office Phone:

Email Address:

__________

Instructor’s Approval Signature:

_____________ Date:

__________

Proctoring Guidelines & Responsibilities
Thank you for taking on the important role as proctor for Wharton County Junior College. The responsibilities
of proctoring exams remotely are critical to the success, credibility, and academic integrity of Wharton County
Junior College’s Distance Learning program. As a proctor, you will ensure the College’s high academic
standards are upheld when students are far from our campus. As a proctor, you fill a vital role in the distance
learning process, and we are grateful for your services to our program. Below you will find the requirements
and requests that we ask you abide by as a remote proctor for Wharton County Junior College.
It is the student’s responsibility to set up an appointment with you to take an exam. We have asked the
student to be sensitive to your time constraints. We have informed the student that you may charge a fee to
proctor an exam, for which the student is responsible for paying.
Guidelines:
 The exam must be administered at the college, university, military Educational Services Office or
certified testing center where you are currently employed and may not be transported to any other
physical location for any reason.
 You, as the proctor, cannot have a relationship with the student that may be perceived as a conflict of
interest. Relatives, friends, co-workers, and fellow students are a few examples of unacceptable
proctors.
 The testing environment should be quiet, comfortable, and free of distractions.
 Cell phones, MP3 players, and any other portable electronic devices are not allowed during the exam.
Please secure these items for the student during test administration.
 Exam materials should never be in the student’s possession except when the exam is being given.
Students may not “preview” the exam prior to administration.
 The student may not leave the room during the exam. If there is an absolute emergency, please ensure
the student does not access his or her cell phone or other portable electronic device while outside the







testing room.
Please remain in the room during the exam. If you are administering the exam in a study room, please
make sure you can see the student at all times and that you check on him or her periodically. Students
may not interact with anyone other than you during testing.
You will receive paper exams via email or fax 1-2 business days before the test date.
You will receive a “Distance Education Instructor Exam Form” via email or fax 1-2 business days before
the test date. It will include all pertinent instructions and information for the exam.
If you have any questions or concerns regarding the exam or its instructions, please contact the
instructor immediately.

Responsibilities:
•
Receiving the exams via email or fax or accessing in Blackboard with a password from course
instructor.
•
Verifying student identity via a government issued ID or, if the student is still in high-school, a
current high school ID.
•
Adhering to the exam guidelines (time frame, open--‐ or closed--‐book exam, etc.) listed within the
upcoming Distance Education Instructor Exam Form.
•
Ensuring that WCJC Academic Integrity Policy has been upheld and notifying the instructor if you
become aware of the student not following such policies.
•
Completing the Examination Certificate for all exams (including date, time, page numbers, and
signatures).
•
Returning the exams to the instructor via email or fax as indicated on the upcoming Distance
Education Instructor Exam Form.
•
Notifying the instructor of any email, phone, or other information changes.
Exam Roles:
•
A paper exam will be sent via fax or email in either PDF or Word Document format.
•
Blackboard or online exams will contain a password listed on the upcoming Distance Education
Instructor Exam Form.
•
The Distance Education Instructor Exam Form contains all pertinent instructions and information
for the exam.
o If you have any questions or concerns regarding the exam or its instructions, please contact the
instructor immediately.
o The Distance Education Instructor Exam Form contains all necessary accessibility
accommodations. other accommodations are implied or allowed.
•
The exam must be administered to the student under the guidelines noted on the Distance
Education Instructor Exam Form.
•
Keep exam in your possession and kept confidential, never leaving student in possession of the
exam prior to or following the exam time.
•
Once the exam is completed:
o Complete the Examination Certificate
o Paper exams: scan and email the Examination Certificate and exam to the instructor, or fax to
number contained within the Distance Education Instructor Exam Form within the same
business day or as soon as possible.

o Blackboard or Online Exams: forward Examination Certificate to instructor via email within the
same business day or as soon as possible.
o Instructor will send a confirmation receipt of the exam’s submission to both the proctor and
student.
o Please shred all Distance Education Instructor Exam Forms when the student has finished the
exam.

Appendix F – Best Practices for Online Instruction
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Best Practices for Online Instruction
1. Employing Effective Course Design
2. Preparing Students to Learn Online
3. Creating an Inviting and Supportive Course Environment
4. Promoting Active Learning
5. Monitoring Student Progress and Encouraging Lagging Students
6. Specifying Clear Course Expectations
7. Being Present in the Course
8. Soliciting Informal Feedback and Suggestions
9. Managing Grades and Exams
10. Managing Time and Workload Effectively
Best Practices: Employing Effective Course Design

Half of the headaches that faculty members encounter in an online course result from poor course design
and/or not managing students’ expectations. Here are some of the ways to employ effective course design in
an online course:
Keep the Course Menu simple
• If you are not using a tool, or you have an empty content area, delete it. Having tools available that are
not being used in a course will confuse students, lead to frustration, and make navigation difficult.
Use Dividers on Course Menu
• Dividers are simple lines that split content on the Course Menu into sections. Recommended sections
include course materials (content; the “work” of the course), course tools (the “things” they will use to
interact within the course – discussions, announcements, course messages, etc.), and resources (links
to help, tutoring services, web resources, etc.).
Don’t Bury Important Information
• Maintain a minimal number of "clicks" to reach important documents and tools - syllabus, graded
work, course schedule, etc. should be easily accessible and not buried deep within content areas.
Appeal to multiple learning styles
• Use interactive activities such as crossword puzzles, drag and drop activities, and flash cards (all
available with the SoftChalk program) to appeal to kinesthetic learners. Use charts, graphs, and tables
to appeal to visual learners. Use audio files and videos to appeal to auditory learners. Online learning
tends to be "text heavy" and any way to break that up is going to be a plus.
"Chunk" Material
• Refrain from having long, uninterrupted sections of text. Break up text using images, videos, and
activities; sort information into bulleted lists; break large sections of text into segments using headers
and subheaders. Even humorous images can prevent fatigue and refresh the mind momentarily for the
next section of material.
Use PDF files
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Convert everything to PDF - Microsoft Word documents, PowerPoint files, etc. PDFs offer one-click
printing, one-click saving, and the Blackboard system doesn't give students a notification that kicks
them back to the main page as it does when they attempt to access Microsoft Word documents.
Students will be required to have access to the Adobe Reader program, a free download from the
Adobe website. Your “Getting Started” module would be a perfect place to post a Web Link to the
download, and your Course Orientation document would be a great place to discuss the need for this
download as well.
Make your course Mobile Friendly
• Mobile is the next big thing. Students are accessing information on their smart phones and tablets. The
SoftChalk program is very mobile friendly, but PDF is also typically mobile friendly as well. Consider
converting all of you lesson notes from MS Word or PDF to SoftChalk. View SoftChalk training
information on the Training Schedule located in the Faculty Resource course in Blackboard.
Think about Universal Accessibility
• Accessibility issues should be confronted at the time of course development, not once an
accommodation request has been made. When confronted with the choice between YouTube video
"A" and YouTube video "B," choose the one that contains closed captions for individuals with hearing
difficulties. Even students without documented disabilities will benefit from your consideration. Tell
students where they can go for assistive technology at the college (office information, location, and
contact information). Link this information in multiple locations in your course (i.e., syllabus, course
orientation document, Web/College Resources, etc.).
Be consistent
• Once you have determined how your course will be structured, stick with the same structure (organize
all units/modules the same) - whatever hierarchy you set up, be consistent in how you use it. If your
Lesson Module contains an Overview, Study Guide, Lesson Notes, Web Links, Assignment, and Quiz, in
that order, stick with that structure for each of your modules. Consistency in course structuring
minimizes student confusion, frustration, and anxiety.
•

Best Practices: Preparing Your Students to Learn Online

The following section will discuss how to prepare your students for online learning. Effective online instructors
orient students to the tools used in the course, technical help, and strategies for learning online. Here are
some tips for getting your students ready for online learning.
Email Course Syllabus prior to start of the semester
• Access your course roster two to three days before the start of the semester and email all of your
students the current semester’s syllabus. This allows students to acquire textbooks and other required
materials prior to the start of the semester, so they will be ready to learn on the first day of class. Also
include a short welcome statement.
Create a concise Read Me First Document.
• A read me first document is a short, concise introduction that directs students where to go when they
first enter the course. This document will inform students of any first week activities that are to be
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completed as well. The Read Me First document should be prominently displayed in your course. The
Read Me First document should be placed within your Getting Started Module and then Course Linked
at the top of the Course Menu.
Post a Welcome Announcement
• This announcement is another tool that instructors use to help orient students the first day of the
semester. The welcome announcement should direct students to the Read Me First document. See the
Online Faculty Resources Organization for a sample Welcome Announcement.
Create a Detailed Course Orientation Document.
This document will supplement your course syllabus and provide students on information such as:
• A short section introducing yourself to your class. Include personal information about yourself, include
a picture, and share some interesting facts about you. All of this helps students to connect with you on
a personal level and may relieve some of their anxieties about feeling alone within the course.
• Testing information within Blackboard, including the quirks of the timer, the pitfalls of saving and
resuming a test while the timer is running, how many points they will lose if they go over the time limit
for the test, and any other Respondus requirements outside of your course syllabus information (ID
requirements, details of what a good “environment video” include, etc.).
• Assignment submission details. Indicate which file formats you accept when students submit
assignments. If you do not have Microsoft Works, for example, then you will not be able to open files
with .wps file extensions. Students will need to know this before submitting assignments as an
attachment. How do you prefer students to submit assignments? Attachment? Copy & Paste into the
submission box?
• Discussion guidelines and Netiquette. Let students know what acceptable and unacceptable behavior
is, with regards to class discussions and other forms of communication. Tell them what types of forums
they will see on the discussion board, and what types of questions and information they will find in
each. Inform the students of standards for appropriate behavior within the online class environment.
• Let students know what it takes to be successful in an online course. Learning at home, or in any
environment other than a classroom, is very different than face-to-face learning. Give students an idea
of how to prepare themselves to be successful in an online course.
• Be sure to include your contact information. Your Course Orientation is a prime location for this
information.
Best Practices: Creating an Inviting and Supportive Course Environment

•
•
•
•

Write in an informal tone
Provide lots of encouragement and support, especially in the beginning of the course.
Incorporate the "human touch"
Commend students privately by email or course message

Best Practices: Promote Active Learning

Encourage your students to be proactive in their learning by doing the following:
• Regularly logging into course
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Submitting assignments on time
Completing quizzes/tests/assignments within required timeframe
Reading discussions posted and replying within required timeframe
Cooperating with group members, etc.
Provide opportunities for your students to interact, to collaborate, or to review a peer's work.
Use different discussion formats listed below to cultivate students' critical thinking
o Small group discussions
o Buzz group: two people discussing for a short period of time
o Case discussions using real-world problems for analysis and suggested solutions
o Debating teams wherein students present ideas, defend positions, and argue against
opposition's reasoning
o Jigsaw groups where subgroups discuss various parts of a topic and report to the others
o Role play mocking real settings
• Encourage your students to participate in online discussions actively by:
o Designing thought-provoking discussion questions
o Encouraging students to respond to questions at a deeper level
o Using discussion forums effectively by posting messages that weave several strands of
conversation into a summarization that may prompt people to pursue the topic further"
o Pointing out opposing perspectives, different directions, or conflicting opinions.
Model Effective Online Interaction
• Respond to student comments or questions within time frames set at beginning of the course.
o If circumstances require you to change the time frame for responses, notify students
beforehand and provide new time frames.
• If you will be unavailable for some period during the semester (i.e., traveling), notify students
beforehand.
• Provide general feedback to the entire class on specific assignments or discussions.
• Provide specific encouragement and comments to students who have completed assignments.
• Provide meaningful feedback on graded assignments with recognition of good work as well as specific
suggestions for improvement.
• Provide a weekly wrap up before the next lesson begins.
• Introduce a new week with an overview (including deadlines) of what is coming up.
•
•
•
•
•
•

Best Practices: Monitor Student Progress/Encourage Lagging Students

Be aware that students who fall behind are in jeopardy of not completing the course within the same
semester of enrollment. This may endanger student financial aid for the following semester or student
reimbursement of tuition if the student is receiving funds from a third party (such as an employer).
• The Blackboard Retention Center is a great way to easily monitor student activities from a single
screen.
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Contact students who haven't logged in for over a week to inquire whether they're experiencing
technical difficulties or problems with course content, team communications, etc.
• If students cannot participate due to technical problems, contact them immediately to get them
technical help. Direct them to where they can receive technical assistance.
• Contact students who have not completed assignments by email or phone.
• Send a weekly email summarizing course activity as a general reminder to the whole class near the end
of the week.
• Introduce a new week with an overview of upcoming events and deadlines.
• Include flexibility in grading if possible (e.g. Allow students to drop lowest grade; Give choices for when
students can complete assignments (e.g. Pick 2 out of 5, etc.).
Sustain Students' Motivation
• Provide opportunities for student collaboration.
• Choose the right tone of conversation in online communication to make students feel comfortable with
the learning environment, to establish trust in communication, and to reduce feelings of isolation and
enhance a sense of community.
• Provide meaningful feedback on graded assignments with recognition of good work as well as specific
suggestions for improvement.
• Provide a weekly wrap up before the next lesson begins.
• Take an active role in helping your students think and learn actively through careful task structuring,
questioning, and scaffolding.
• In online discussions, consider:
o Designing thought-provoking questions to elicit student discussions on the topics of your focus.
o Providing a weekly summary of discussion topics to demonstrate your participation.
o Redirecting o-topic discussion through gentle reminders or a recast of the question.
o Assessing messages by both quantity and quality.
•

Best Practices: Specify Clear Course Expectations

Create a thorough online Course Syllabus. Online students are legal minded and will search for any loophole in
your documentation. Prevent any disputes by outlining all policies as specific as possible within your course
syllabus. Think about writing your syllabus like you were writing a contract. Try to close any loose ends and
loopholes before the semester ever begins. It is always best to provide more information rather than less
information in an online environment. Be consistent with the information provided and naming conventions
from document to document within your course to ensure that procedures, policies, and information is
accurate throughout the course. Students feel comforted knowing that the course documents contain
accurate and up-to-date answers, and instructors avoid having to answer the same question over and over.
Simply putting your face-to-face course syllabus online is not enough. Be sure that you are using the
appropriate syllabus template, geared to different modalities. Those templates are located on the Employee
Downloadable Forms page of the WCJC website. Specify clear expectations for students in this document
regarding:
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Course goals and learning objectives
Communication policy - preferred method of communication (Messages, Discussion Board, etc.), your
standard response time (best practice is 24-hour turn-around on student communications), office
hours, etc.
• Detailed description of late work policy
• Assignment information for any major projects and/or papers
• Grading policies
• Academic integrity & plagiarism policies
• Guidelines for student participation and collaboration
• All required elements as dictated by the College and the Distance Education Handbook
Create a concise and well-organized Course Schedule. Course schedules are a key element in the creation of a
quality online course. It should outline all important dates including open dates (the dates when lesson
modules, assignments and exams open) and all closing and due dates (lesson modules, assignments,
discussions, exams, quizzes, etc.).
•
•

Best Practices: Be Present in the Course

Maintain a presence in your course. This does not always mean that you must be constantly logged in to
Blackboard. Announcements that release automatically - notifying students of module open dates, due dates
for assignments and exams, and other regularly-scheduled items - can be set to release using date and time
criteria based on your specific course schedule, and can be rolled-over from semester to semester. Students
"see" you in the course at least once a week, and they also see you in other areas as well (discussion board,
grading assignments, responding to Messages, etc.). Here are some other ways to maintain a presence in a
course:
• Respond to questions within time frames set at beginning of the course.
• If circumstances require you to change the time frame for responses, notify students beforehand and
provide new time frames.
• Let students know if you will be unavailable.
• Provide general feedback to the entire class on specific assignments or discussions.
• Provide specific encouragement and comments to students who have completed assignments.
• Provide meaningful feedback on graded assignments recognition of good work as well as specific
suggestions for improvement.
• Provide a weekly wrap up before the next lesson begins.
• Introduce a new week with an overview (including deadlines) of what is coming up.
•
Best Practices: Soliciting Informal Feedback and Suggestions

One of the best ways to improve your course for future semesters is to solicit feedback from students each
semester. This can be accomplished using tools within Blackboard.
• Set aside a Discussion Board within Blackboard soliciting feedback on the course and respond publicly
to feedback.
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o Ask students for feedback by creating a "Suggestion Box" where students can post suggestions
for improving the course. Allow students to do so anonymously if they so desire.
o Create a "Course Questions" section on the discussion board where students can post general
questions related to the course. Invite students to answer questions where appropriate but
ensure that you monitor for misinformation.
Incorporate student course evaluation data into your teaching and encourage and reward students who report
substantive errors in the course.
Through careful instructional design, support, and guidance from the instructor, along with ongoing feedback
from students to the instructor and from the instructor to the students, an online course can evolve into a
robust, productive, and enjoyable learning community.
Best practices: Managing Grades and Exams

Clearly communicate to students the grading policies in your course, either in the course syllabus,
announcements, or in the assignment instructions. Specify grading policies in your syllabus.
• Grade the assignment submissions in a timely fashion, especially those assignments that build on other
assignments.
• Include flexibility in grading if possible:
o Allow students to drop lowest grade
o Give choices for when students can complete assignments (e.g. Pick 2 out of 5, etc.)
• Provide clear guidelines regarding your timeframe for responding to student questions and assignment
grading.
• Keep grades/exams related communications within the learning management system.
• Effectively manage your students' grades by using the grade center.
Best Practices: Manage Time and Workload Effectively

Use the right communication tool for the right task
• Post announcements to reach entire class.
• Use collaboration tools, where appropriate (Collaborate, Groups, etc.).
• Create feedback rubrics to respond to common questions or issues.
• Post a student FAQ.
• Establish a routine for regular and planned interaction within the course and with the students.
• Establish and notify students of acceptable formats for submitting assignments.
• Establish and notify students of reasonable response times so they know when to expect your answer.
• Use peer assessment to provide an additional feedback opportunity while reducing faculty workload.
• Use overviews and checklists at the start of each Unit/Module to keep students on track.
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Appendix G - Instructional Television (ITV) & Synchronous Online Instruction (WWS) Best Practices
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Instructional Television (ITV) & Synchronous Online Instruction (WWS) Best Practices
Teaching via ITV is similar to face-to-face, with some differences. The following is a list of ideas, techniques,
and common practices that are shown to be successful in an ITV setting.
Best Practices: Distributing Materials

Using the LMS is the most effective means of distributing materials for ITV courses. Post course materials
(handouts, assignment details, study guides, etc.) well before the date of class meeting. Use the date release
option to ensure that students gain access to the appropriate materials before the scheduled class meeting
times. You can post syllabi; post assignments; return assignments, grades, and feedback with minimal time
and effort.
Best Practices: Instructional Tips and Classroom Management

One difficult aspect of ITV instruction is not having all of the students in the same classroom.
• Consider using seat assignments to facilitate and streamline attendance/roll call process. Check
attendance/call roll every time your class meets.
• Engage students from other campuses in conversation and ask them questions. Alternate between
lecture and discussion regularly during the class.
• Engage students with direct questions and reward their contributions to the class. When students ask
questions, get in the habit of repeating the questions so they are clear to students at all locations. Do
not assume that students will say that they did not hear the question or ask you to repeat the
question.
• Focus attention regularly on the instructor camera – this will give the appearance that you are looking
at the off campus students.
• Utilize multiple forms of student interaction: polling, discussion, reading, writing, etc.
• Switch presentation modes often. Changing presentation mode keeps students focus and maintains
their attention. For example, if using PowerPoint, an instructor may become a disembodied voice if
they do not switch to the instructor camera occasionally.
• When using PowerPoint, give students a study guide (distributed via the LMS) to fill in and do not
provide them with the full PowerPoint presentation. Consider providing students with partial notes for
them to fill in as you move through your lecture.
• Remind students to identify themselves when addressing you from an off-site location. This includes
those students in your local classroom.
Best Practices: Visual Elements

•

•
•

Use photographs when possible. Photos are preferred over line drawings by most learners, except
when the color component is critical to the content to be learned (such as colored wires). Photographs
add the “real life” reference that some students need.
Use simple, uncomplicated visuals. Simpler visuals are usually more effective, regardless of age group.
Use a consistent background. Consistent background color and/or design add continuity and structure
to a set of visuals. For example, keep background designs consistent in PowerPoint slides.
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•

•
•
•
•
•

Select color combinations with care. Easy-to-read color combinations enhance visuals. A light
background with dark text is usually recommended. The opposite approach – dark background with
light text – may be used, but it is not necessarily to the liking of the majority of people.
Keep letter styles simple. A sans serif style should be used and instructors should avoid “fancy”
variations such as outline or shadow, as these may be difficult to read.
Use appropriate font size. The rule of thumb is that whatever the format, the materials should be
readable by all members of the audience in the situation for which they were intended.
Incorporate white space. White space makes the visual more “inviting” and should be incorporated in
materials design.
Keep special effects to a minimum (bold, italics, underscoring, etc). Special effects have their place but
should be used sparingly.
Design and use an image for “wait times.” Design and use some type of signage to be transmitted while
awaiting arrival of students or during break times. This can be a slide transmitted via document
camera, a PowerPoint slide, etc. Make the image “catchy” with the school logo or a funny cartoon, or
design an image using the computer with color graphics and text. This image is a cue to students that
there is a break in the lecture presentation.

Best Practices: Document Cameras

Many ITV systems utilize document cameras – the projection system for hardcopy materials. The following are
just a few guidelines that will address the hardcopy materials.
• Practice the “big is better” concept. Advance preparations allows for very professional looking
materials. These can be completed on a laser printer, using large print (18 or larger, preferably size 24).
• Beware of handwritten documents. Use a bold pen that is blue, black, or red.
• Use “live write” sparingly. “Live write” works only if the instructor has legible handwriting. If the
handwriting is not legible, either print or use a computer to prepare the materials in advance.
• Use a guide sheet. When handwritten material is to be transmitted, use either lined paper or a linked
backing sheet. This will reduce the “hills and valleys” output that does not work well with ITV.
Best Practices: Making a Presentation Great

•
•
•

•
•

Less is more. Students must be able to absorb both the information on the slides and the oral lecture.
Instead of complicated single slides, create multiple slides that each contains a distinct idea or concept.
Avoid reading your lecture when possible. Talking directly to the audience is more engaging, especially
when dealing with distant learners.
Appropriate hand gestures and body movements, in moderations, can also make for a dynamic
presentations.
Vary your tone of voice and the amount of eye contact made with the camera.
Keep the lecture area clutter free. Book bags, coats, power cables, loose paper, and open folders can
be visually distracting.
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•

•
•

Similarly, avoid wearing neon colors, bold stripes, bright reds, or elaborately patterned clothing. Avoid
large pieces of jewelry (flash distractions). Attend to manicure if you use the document camera (hands
will be seen in extreme close-up).
Practice in front of a mirror or camera if possible before the lecture.
Use visual aids frequently. To avoid the “talking head” problem rely on visual aids in the class. To
increase student interest, mix your use of visuals when you can.

Best Practices: Patience

While the ITV system runs very well and there are minimal problems throughout the year, issues do happen.
Be prepared for the system to occasionally fail. A back-up plan is essential to effectively cope with system
problems. Off-site students should know how long to wait in the classroom should a technical problem arise.
Additionally, use the LMS and have students check in there if a course is interrupted. Most students will adjust
to the situation and minimal instructional time will be lost if a back-up plan is in place.
Best Practices: Discipline

To minimize distractions, clarify to the class what kinds of behaviors will be tolerated. Some instructors insist
on a seating chart for remote students and require all students to be in view of the camera at all times.
Discourage ambient noise. Caution students at all sites to avoid unnecessary noise, casual conversation, or
excessive fidgeting in class because the microphones are noise sensitive and will pick up on the slightest noise.
Visiting other campuses and teaching from different locations can aid in a smooth semester. The students at
distance sites enjoy meeting the instructor face-to-face and the local students better understand what the
distance sites have to deal with. Be sure to let the Distance Education Department know in advance of any
changes to the teaching location.
Best Practices: Logistics

This section attempts to discuss a number of procedures for some of the logistical issues with ITV.
Testing
One of the most uncomfortable areas for some instructors using ITV is that they are not in the room when
students are being tested. These are some of the options available to you:
• Change your testing to more of a “take home” test or an open book type test. Consider application
questions (essay and short answer) that would make cheating difficult in the face-to-face setting.
• The LMS has a testing feature that allows you to set up tests that are accessible through the campus or
a student’s internet connection. The LMS test tool allows for random question selection so no two
tests are exactly the same, timed testing – limiting the length of time the student has to complete the
exam, and large pools of questions.
• Consider splitting an exam into two parts: Part 1 that is automatically graded and feedback is
automatically given by the LMS (multiple choice, matching, True/False, etc.) and Part 2 that is graded
by the instructor (essay, short answer, etc.). Students will receive immediate feedback on a portion of
the exam, and the instructor can weigh both parts accordingly to accommodate for potential academic
dishonesty.
Homework
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The most effective means for collecting classroom and out of classroom assignments is to use the LMS
assignments tool. Assignments turned in via the LMS are time/date stamped and there is minimal danger of
“lost” assignments (which often seems to happen with email).
Other Considerations
• Prepare handouts for students whenever large amounts of material are being covered and have them
posted on the LMS well in advance of the face-to-face class. Remember: handouts should be study
guides or partial notes that students have to fill in. Do not just provide your students with your
completed PowerPoint presentations.
• Overheads/Document Camera: paper copies of transparencies work best. Plastic reflects and is difficult
for remote sites to read.
• Layout: A horizontal format with sans serif 24-point font works best for presentation of written
materials. Be sure that any handouts uploaded to the LMS are optimized for saving and printing (pdf or
html).
• Presentations: Create presentations using PowerPoint or on the Web. ITV classrooms are equipped
with computers and internet access.
• Videos: Use video guides when watching videos to make the activity an active learning experience. Also
remember that videos can be viewed outside of class time via the LMS.
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