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INTRODUCTION

Welcome to the Distance Education department at Ventura College! Distance education is a rapidly-growing area of education, one that has many benefits for faculty and students alike. It is a way to accommodate returning students who work during traditional school hours, students with a conflicts in the class schedules, students from other colleges and universities attempting to fulfill lower-division graduation requirements, and students who live out of the area. At its best, distance education provides not only convenience, but coursework that is comparable in quality to traditional, on-campus classes.

Many faculty members who are interested in teaching online do not know where to start. They have heard about distance education from other faculty members and are curious. This handbook serves as an introduction to the distance education world, detailing the requirements and best practices of a distance education course. It also includes forms, a frequently asked questions section, and further resources where faculty can obtain more information should they need it.

Welcome to distance education!


DEFINITIONS
Distance education comes in a variety of different forms. Distance education is defined by the Accrediting Commission for Junior and Community Colleges, a part of the Western Association of Schools and Colleges (WASC), in its Policy on Distance Learning, Including Electronically-Mediated Learning, “as a formal interaction designed for learning in which the interaction principally occurs when the student is separated by location from the instructor, resources used to support learning, or other students.” At its very basic, distance education is instruction in which the student and the instructor are separated by distance and interact through a other means. There are multiple methods of delivering a course, or any part of it, from a distance.
ONLINE
An online distance education course takes place primarily online through the use of the internet and a learning management system. Occasional face-to-face meetings may be required, such as an orientation or to take a midterm or final, but the bulk of the work is completed independently and submitted online by the student. A course is considered online when 100% of the instruction is conducted online.
HYBRID
Hybrid courses are typically offered partly online and party on-campus. If a course is considered hybrid, 51% or more of the instruction occurs online. 
WEB-ENHANCED
From a technical standpoint, these courses are not distance education courses. Instruction takes place entirely in the classroom with an online supplementary component. For instance, the instructor may use the learning management system to share with students their grades, to upload large files such as a PowerPoint for students to view, or to promote the use of the Discussion Board (to name only a few). 

TELECOURSE

The delivery method for telecourses comes through the television. This can occur in several format: students may be required to purchased DVDs or VHS tapes with lectures and other information on them, they may be required to watch local programming at a designated time, or they may be expected to do some combination of the two. Tests typically take place on-campus. The bulk of the coursework is done off-campus, however.
All distance education courses are worth the same amount of units as their face-to-face counterparts. Each class uses a textbook, has a syllabus, and requires instructors to have regular contact with students, much the same way a traditional on-campus class does. The content is the same; it is simply the method of delivery that is different.
LAWS PERTAINING TO DISTANCE EDUCATION
DEFINITION AND APPLICATION

Title 5, section 55370

Distance education means instruction in which the instructor and student are separated by distance and interact through the assistance of communication technology.

COURSE QUALITY STANDARDS

Title 5, section 55372

The same standards of course quality shall be applied to distance education as are applied to traditional classroom courses, in regard to the course quality judgments made pursuant to the requirements of Section 55002.

COURSE QUALITY DETERMINATIONS

Title 5, section 55374

Determinations and judgments about the quality of distance education, under the course quality standards referred to in Section 55372, shall be made with the full involvement of faculty.

INSTRUCTOR CONTACT

Title 5, section 55376

All approved courses offered as distance education shall include regular effective contact between instructor and students, through group or individual meetings, orientation and review sessions, supplemental seminar or study sessions, field trips, library workshops, telephone contact, correspondence, voice mail, e-mail, or other activities. Additionally, students with disabilities should not simply be offered communication; the communication should be as effective as it is for students without disabilities. (See more detailed guidelines below.)
SEPARATE COURSE APPROVAL

Title 5, section 55378

Each proposed or existing course if delivered by distance education, shall be separately reviewed and approved, according to the district’s certified course approval procedures.

GUIDELINE FOR SECTION 55376

This section defines what contact must be maintained between instructor and student depending upon whether the distance education course is transferable or not.

Subsection (a) stresses the historical obligation for the instructor of record in a transferable distance education course to have regular personal contact with enrolled students. The use of the term “regular personal contact” in this context suggests that students should have a frequent opportunity to ask questions and receive answers in-person from the instructor of record. Restatement of this obligation was encouraged by the University of California in order that the transferability of existing distance education courses might not be jeopardized.

Subsection (b) honors the principle that for newly authorized nontransferable distance education courses, there are a number of different kinds of acceptable interaction between instructor and student, not all of which may require in-person contact. Thus, during the trial period, districts will need to locally define “regular contact,” including how often, and in what manner instructor student interaction is achieved. On the other hand, districts are not authorized to redefine “fully interactive” as found in the guideline to Section 55370.
It is important that districts document how regular contact is achieved as this information will bear upon the overall evaluation of distance education during the trial period as provided in the Board of Governors’ Standing Order 409 and cross-referenced in Section 55317(c). Documentation should consist of the inclusion of information in applicable outlines of record on the type and frequency of interaction appropriate to each distance education course or section. As indicated in the Guideline to Section 55317, districts need to describe the type and quantity of student-faculty interaction in their annual reports to their local governing boards. 

ACCESSIBILITY OF VC DISTANCE LEARNING COURSES FOR STUDENTS WITH DISABILITIES
In planning or revising a distance learning course, it is important to be aware of possible accessibility concerns that may arise for students with disabilities and to be aware that planning at the front end can result in a course that reflects the principles of Universal Design. This means that the course is designed to be usable and accessible to all students.

Ensuring accessibility expands the market for distance learning courses and supports the open enrollment policies of the California Community College system. In addition, there are policy and legal mandates regarding access. The following are relevant legal requirements:

	Federal Rehabilitation Act of 1973, Section 504
	Prohibits discrimination on the basis of disability in educational settings which receive federal dollars.

	Federal Rehabilitation Act of 1973, Section 508 (revised)
	Requires equal access to telecommunications, which is defined to include services and programs delivered via the Internet. The State Attorney General for the CCC has ruled that Section 508 applies to distance learning offered by the CCC system schools. Instructors bear the responsibility of making their classes accessible to all students prior to the start of the class. Students with disabilities should not have to request special accommodations because the course is not accessible, nor are they required to reveal their disability.

	Federal Americans with Disabilities Act (ADA)
	Requires programs and services, including educational programs to be accessible to qualified persons with disabilities. Requires also that all telecommunication must be equal and equally effective.

	California Title 5
	Prohibits discrimination on the basis of disability.


CCC Chancellor’s Guidelines:

The Office the Chancellor for the California Community College System has issued a document entitled, Distance Education: Access Guidelines for Students with Disabilities. The document is available at:

http://www.htctu.net/publications/guidelines/distance_ed/disted.htm or
http://www.htctu.net/publications/guidelines/distance_ed/distedguidelines.pdf
The guidelines are comprehensive and include strategies for addressing access concerns with all distance learning formats, including on-line education.

Highlights include:

· All new [developed after 8/99] Distance Learning (DL) courses or components of courses must be accessible to students with disabilities in their initial design.
· All existing DL courses or DL components of courses must be made accessible when they are updated. 

· Existing DL courses or DL components of courses must be made accessible if a qualified student enrolls in the course and makes a request.
· All existing [before 8/99] DL courses or DL components of courses must be made accessible at the time of the course review (6 year cycle).
· All DL courses and DL components of courses will be accessible at the end of the 6 year

period following the issuance of the guidelines [8/05]. 

· Content from external links provided by the instructor, if essential elements of the course, must be made available in an accessible format for students with disabilities if the Web site linked to has access problems.

While the specifics of the Chancellor’s guidelines may seem technical and some of the requirements for making materials accessible may sound difficult, the Educational Assistance

Center’s (EAC) Alternate Media program is available for consultation, technical assistance, and, if needed, the actual revision of materials into accessible formats. As a part of the Curriculum

Committee process, you are required to have at least one meeting with the Alternate Media staff prior to submitting your course for review.

Course Content vs. Course Design/Format:

The Curriculum Committee process at Ventura College is designed to review and approve course content, learning goals, etc. This is different from the issue of accessible design. The specific design (format) of a course will be dependent on the instructor teaching and designing the course and can vary from instructor to instructor. However, all courses scheduled for even some instruction in a distance learning format must be accessible for students with disabilities. In recognition of this, the Ventura College Distance Learning Committee has implemented a separate process for ensuring that course design meets accessibility standards before the course can be placed in the VC Schedule of Classes.

EXAMPLES OF GENERAL DISTANCE EDUCATION ACCESS ISSUES

AND POSSIBLE SOLUTIONS
	Media
	On-line

	Access Concern
	Students who use assistive technology may not be able to access online information, depending on the design of the course Web pages. Multimedia content needs special attention to address access concerns. Some Web technology does not currently have an accessibility strategy.

	Solution(s)
	Follow accessibility design guidelines for Section 508. Do not use technologies that have no current accessibility solution. (Example: Java-based Chat.)


	Media
	Print

	Access Concern
	Students who are blind or visually impaired will not be able to read standard printed materials.

	Solution(s)
	Braille, e-text, large print, audiotape.


	Media
	Audio Conferencing – Telephone

	Access Concern
	· Students who are deaf or hard of hearing can’t hear it.

· Students with speech problems can’t respond over the system.

	Solution(s)
	· Text Telephones (TTY).

· Telecommunication. Devices for the Deaf (TDD).

· Telephone Relay System (TRS).

· Web-based “live chat” programs with “real-time” transcription.

	Media
	Video Conferencing/Video Transmission (Live), which may include real-time two-way video and audio or one-way video/two-way audio.

	Access Concern
	· Blind/low vision can’t see it.

· Deaf/hard of hearing can’t hear it.

· Those with speech impairment can’t readily participate.

· Supplemental print materials inaccessible to blind/low vision students.

	Solution(s)
	· Real-time closed or open captioning of broadcasts. (Deaf/HOH)
· Use of Sign Language interpreter in small window on video screen. (Deaf/HOH)

· Use of Sign Language interpreter in location of the student.

· Descriptive captioning (Blind/Low Vision).

· To facilitate communication, a TTY link to the classroom or studio, TRS, and/or live Web-based chat.

· Supplemental print materials in appropriate alternate format.

· Real-time descriptive narration or descriptions by the instructor of visual

· Objects which have significant instructional content as a part of the course dialogue/lecture.


	Media
	Video Transmission (Pre-recorded)

	Access Concern
	· Blind/low vision can’t see it.

· Deaf/hard of hearing can’t hear it.

· Supplemental print materials inaccessible to blind/low vision students.

	Solution(s)
	· Closed or open captioning of broadcasts. (Deaf/HOH)

· Use of Sign Language interpreter in small window on video screen. (Deaf/HOH)

· Use of Sign Language interpreter in location of the student.

· Supplemental print materials in appropriate alternate format.

· Real-time descriptive narration of significant visual elements.


STEPS TO DEVELOPING YOUR DISTANCE EDUCATION COURSE
Design:

· Before a distance education course can be developed, the need of the course should be determined and whether a face-to-face course on campus can meet that need.
· In determining the need for a new distance education class, it is important to analyze the audience. Who are the students expected to take the proposed distance education course? In what ways will they benefit from taking this distance education course? What type of distance education course will best benefit them – online or hybrid?
· If the need for a new distance education class is sufficient enough to warrant its development, then goals should be established for the course specific to the distance education format. 
Development:

· Next it is time to create the content outline for the class. What topics and information will be covered in the distance education course?
· Once the content has been determined, it is important to review what materials, such as textbooks, exist that might be used with the course. Important to note: just because a textbook or another material works well in a traditional, face-to-face course does not mean that it will work as effectively in a distance education mode. It is important to use the needs to at anticipated audience (determined above) in shaping the course. 
· When the content and materials to be used have been outlined and decided upon, it is time to organize and develop that content. This is the place to create a syllabus. How will students learn the material – will there be independent reading? Discussion questions to answers? What topics will be covered each week? While the first step in the development process was a general outline, this step involves creating a semester-long lesson plan, in essence. What topics will be covered each week?
· Before the content of the course can be transferred from an outline to an actual course shell, the instructor should arrange to meet with someone from the Distance Education office to review the learning management system if they are not familiar with it. 
· When a detailed outline or lesson plan of the course and materials has been created, it is time to develop the course using the learning management system. Being familiar with the learning management system is crucial from here on out. Any questions not answered in the previous training session(s) should be asked now. Based on the learning management system’s available tools, all parts of the course need to be outline/developed, including discussion questions, assignments, quizzes and tests, student participation requirements, and chat requirements (if any). These are only a few of the possible tools that might be utilized in the creation of the course, and it is important to note that not every tool will be used in every class. For instance, a class such as philosophy, which requires extensive discussion, will use the discussion board far more frequently than a course such as beginning algebra. 
· In addition to a training session for the learning management system, a meeting between the proposed instructor and Distance Education, must be arranged to review and sign the Distance Education form (included in this Handbook as well as the Curriculum Handbook). The form must be typewritten. If the proposed instructor is unable to type the form, he or she can bring it to the meeting with the representative of Distance Education where it can be typed. 
This meeting will review the course syllabus, determine the number of hours and percentage the course will be offered in a distance education format, give a brief description of why the instructor feels students will benefit from a distance learning mode of instruction in this course, how regular personal communication with and between students will occur in the proposed course, and address examples of assignments, other graded activities and where exams will be administered. 
In preparation for submitting your Distance Learning course to the Curriculum Committee, you will need to schedule a meeting to discuss accessibility with the EAC’s Alternate Media Specialist by calling extension 1278 or 6300. This meeting is required before the EAC will sign-off on the Distance Learning form of your course outline. Sign-off by the EAC is required before your course can be scheduled for review by the Curriculum Committee. This form must be signed for every new instructor to teach an online course, even if they are teaching a class that is already taught in a distance education format and they are using the same content as another distance education course.
Evaluation:

· After creating and organizing the proposed course, followed by meeting with the Assistant Dean of Distance Education, the course will be evaluated by the Curriculum Committee, who will review the course as well as its goals and objectives.

· Based on any comments from the Assistant Dean of Distance Education and the Curriculum Committee, any needed revisions should be made and resubmitted for approval.

· Once your course is approved by the Curriculum Committee, you will be doing the actual writing and design of your course. Prior to and during this process, you are encouraged to work with the EAC to ensure that your course is accessible. It is easier to design access into the course at the beginning than to make revisions later. Remember, the course will need certification of accessibility from the EAC before it can be offered/placed in the Schedule of Classes.

Adapted from Distance Education At A Glance, Guide 3: Instructional Development for Distance Education; University of Idaho; http://www.uiweb.uidaho.edu/eo/dist3.html#Design

CHECKLIST FOR DEVELOPING YOUR DISTANCE EDUCATION COURSE
 FORMCHECKBOX 
 Departmental support has been obtained (Dept Chair supports this course as DE)

 FORMCHECKBOX 
 Dean has been made aware of the course being proposed as DE and is supportive.

 FORMCHECKBOX 
 Course Outline of Record has been updated in Curricunet along with the DE section.

 FORMCHECKBOX 
 Instructor proposing course has made contact with Distance Ed  and EAC departments for training/support and approval of the Curricunet form.
 FORMCHECKBOX 
 Contact information for instructors in provided

 FORMCHECKBOX 
 Email (if different than WebCT email)


 FORMCHECKBOX 
 Phone number


 FORMCHECKBOX 
 Office hours (if required to have on-campus office hours)

 FORMCHECKBOX 
 Online office hours (available by email and/or chat without interruption)
 FORMCHECKBOX 
 A syllabus is provided

 FORMCHECKBOX 
 Student learning outcomes


 FORMCHECKBOX 
 Textbook information

 FORMCHECKBOX 
 Disability statement

 FORMCHECKBOX 
 Plagiarism statement
 FORMCHECKBOX 
 Includes information about online/on-campus resources for students (links and phone numbers)


 FORMCHECKBOX 
 Educational Assistance Center (EAC)

 FORMCHECKBOX 
Library

 FORMCHECKBOX 
 Tutoring Center


 FORMCHECKBOX 
 Student Services Center


 FORMCHECKBOX 
 Learning Resource Center (LRC)

 FORMCHECKBOX 
 Means for regular student contact are provided
 FORMCHECKBOX 
 Email
 FORMCHECKBOX 
 Discussion board
 FORMCHECKBOX 
 Office hours
 FORMCHECKBOX 
 Chat

 FORMCHECKBOX 
 Contact information (see above)
 FORMCHECKBOX 
 Student participation is tracked to involve students
 FORMCHECKBOX 
 Instructors provide students with expected “turn around time” for assignments

 FORMCHECKBOX 
 Initial training in Course Management System has taken place.

 FORMCHECKBOX 
 Course is well-organized and easily navigated

 FORMCHECKBOX 
 Screens are not cluttered


 FORMCHECKBOX 
 Links all work


 FORMCHECKBOX 
 Assignments, quizzes, tests, exams, and discussions are easily accessible
 FORMCHECKBOX 
 Assignments and other course information is clear and reasonable
 FORMCHECKBOX 
 Section 508 requirements are met
 FORMCHECKBOX 
 All course materials are made accessible for students with disabilities
 FORMCHECKBOX 
 Videos (transcripts/captions)
 FORMCHECKBOX 
 Images (alt tags)
 FORMCHECKBOX 
 Animations (alt tags)

 FORMCHECKBOX 
 PowerPoints

 FORMCHECKBOX 
 Links

 FORMCHECKBOX 
 Audio clips (transcripts)
 FORMCHECKBOX 
 Flash animations

 FORMCHECKBOX 
 Hyperlink texts (use text that is descriptive, not “click here”)

 FORMCHECKBOX 
 Graphs and charts (summarize content)

 FORMCHECKBOX 
 Alternate formats are provided if necessary 
 FORMCHECKBOX 
 All 508 requirements listed above are met prior to the start of the course
 FORMCHECKBOX 
 Instructor has met with someone from the EAC to review any questions
COPYRIGHT AND FAIR USE INFORMATION
Many instructors are concerned with copyright and fair use rules, regulations, and laws, and rightfully so. There are limitations to what can be freely distributed. It is safe to assume that an entire textbook cannot be reproduced and distributed over the internet, or in person, without the author’s consent. But what about the idea of “fair use”? How much is too much to use to supplement student learning? What is “fair” is open to debate among instructors and distance education faculty; however, the US Copyright Office has issued four factors that should be used when determining whether the inclusion of outside materials is fair or not. These four factors are:

1. the purpose and character of the use, including whether such use is of commercial nature is or for nonprofit educational purposes;

2. the nature of the copyrighted work;

3. amount and substantiality of the portion used in relation to the copyrighted work as a whole; and

4. the effect of the use upon the potential market for or value of the copyrighted work.

Fair use is not dictated by a certain number of lines, words, pages, or percentages. While there are some general guidelines and suggestions available from reliable sources (see the link provided below), there is no set number or amount. Rather, using the four criteria above, it is up to the instructor to determine for what purpose outside resources will be used; what kind of copyrighted work will be utilized and distributed (textbook, novel, etc.); the portion of the work to be used; and what impact, if any, the use of copyrighted material will have on the work’s potential market or its value. Fair use also only protects the specific way an author has expressed him or herself (their words or pictures), but not their ideas or any factual information present in the work.
The following are examples of uses of copyrighted material that courts have determined to be fair use, as reported in the 1961 Report of the Register of Copyrights on the General Revision of the U.S. Copyright Law:
“quotation of excerpts in a review or criticism for purposes of illustration or comment; quotation of short passages in a scholarly or technical work, for illustration or clarification of the author’s observations; use in a parody of some of the content of the work parodied; summary of an address or article, with brief quotations, in a news report; reproduction by a teacher or student of a small part of work to illustrate a lesson; reproduction of a work in legislative or judicial proceedings or reports; incidental and fortuitous reproduction, in a newsreel or broadcast, of a work located in the scene of an event being reported.”
When in doubt, contact the author to obtain permission.
For more detailed suggestions and regulations, please take a look at the United States Copyright Office’s circular, “Reproduction of Copyrighted Works by Educators and Librarians.”

http://www.copyright.gov/circs/circ21.pdf
VENTURA COLLEGE

DISTANCE EDUCATION

(Complete in Curricunet with Course Outline of Record - COR)

	Distance Education (Definition: A course taught completely on campus and with web materials is Web Enhanced. A course taught less than 90% Distance Ed, but more than 10% on campus is a hybrid course. A course taught 90% or more using Distance Ed modalities is a fully online/Distance Ed course. 

	NO 
	This course has already been approved by the Curriculum Committee as Distance Education. No substantive changes have been made to the course outline that would affect the Distance Education modality (i.e. units, hours, objectives, content, assignments, evaluation modalities). 

	YES 
	This is a new proposal for Distance Education for this course, or an existing course has been substantively changed and its approval as Distance Education should be revisited. The faculty member completing this form will be teaching the course in the Distance Education modality. 

	  

	YES 
	I have met with the Assistant Dean of Distance Education or designee and discussed the guidelines required for "regular personal contact" between the student and instructor. 

	YES 
	This is either a new course or the existing course outline has been updated and/or revised, and submitted for curriculum review. 

	YES 
	The faculty member proposing this course for Distance Education has attended a Ventura College Orientation to Distance Education and/or has met with the Assistant Dean of Distance Education or designee. 

	YES 
	All faculty teaching this course as Distance Education will attend a Ventura College Orientation to Distance Education and/or meet with the Assistant Dean of Distance Education or designee. 

	Indicate how your interaction time with students is divided. Total percentages should equal 100%. 

	TV Class 
	0 

	Internet 
	0 

	Teleconferencing 
	0 

	Live Interaction 
	0 

	Other 
	No 


	  
	0 

	  
	

	Regular personal contact between the student and the instructor is required and will be maintained through the following modalities (check all that apply): 

	Regular Personal Contact 
	E-mail [X] 
Discussion Boards (asynchronous Dialogue)[X] 
Chat (Synchronous Dialogue)[X] 
Video Conferencing[] 
Phone[] 
Face to Face (by request)[X] 

	Estimate the percentage of time for each interaction listed below. 

	Student to Instructor 
	0 

	Instructor to Student 
	0 

	Student to Student 
	0 

	Exams will be given as follows: 
	On Campus [X] 
Online [X] 

	YES 
	A designee of the department proposing this course change has met with the Assistant Dean of Distance Education or designee and discussed the design of this course including course tools, assignments and activities, assessment strategies, and best practices. 

	YES 
	I understand that the implementation of this course will require ensuring that its design and the technology used to deliver it are accessible to students with disabilities. A designee of the department proposing this course change has reviewed the proposed technology for this course with the Assistant Dean of Distance Education or designee and with the Educational Assistance Center’s (EAC) Alternate Media Specialist who has determined that the course can be made accessible when it is being designed. The department further understands that this course, once designed, will not be placed in the course schedule without certification by the EAC as being accessible to students with disabilities. 


FREQUENTLY ASKED QUESTIONS
· How easy is it to teach online? I heard it’s a lot simpler than teaching in front of a class.
Teaching a distance education course is very different than teaching a tradition on-campus course.  Not only does it require general teaching stills, but it also requires a solid knowledge of computers and the internet, a learning management system, and creative troubleshooting. Further, teaching a distance education course requires that instructors understand that pedagogical differences between teaching a traditional course and teaching from a distance.
· Why do I need to have office hours? Isn’t email enough? Why should I provide a phone number?
Section 508 requires that instructors provide their students with regular personal contact. Instructors should give their students several different ways that they can be reached as one method does not meet the needs of all students. Face-to-face contact, such as on-campus office hours, should be provided as an additional means of communication whenever possible so students unable to use email or the telephone can still have personal contact.
· Where can I go if I can’t figure out something in Desire-2-Learn? Where can I send my students if there’s something wrong with their computers or the program?
Any Desire-2-Learn troubles that cannot be resolved by students or faculty members can be directed to Krista Wilbur, Instructional Technology Support Assistant.

· How come I have to have the distance education form approved in Curricunet by some in the Distance Education office as well as someone in the EAC?
Having a representative from the Distance Education office as well as by a representative from the EAC means two sets of eyes have looked at the course proposal and made sure it can be well-constructed as well as accessible. Meeting with these representatives allows instructors to clarify any information that is not clear as well as ask any questions they may have about the course or accessibility requirements. 
· Do I have to use Desire-2-Learn?
Currently Ventura College is using only Desire-2-Learn. There is not enough distance education support available to be able to use multiple programs. Using one program simplifies the process for students as well. Any department (such as Math) that needs to use a different system because of special requirements of a course should contact the Distance Ed department to discuss this issue. The supported platform is only going to be Desire-2-Learn.
· How do I use Desire-2-Learn?

How to use Desire-2-Learn requires more explanation than a quick answer. Please arrange a meeting with someone in the Distance Education office to review how to use Desire-2-Learn.
· Do you have a quick start guide for students to use if they’ve never taken an online class before?
Yes. Resources can be found at www.venturacollege.edu/dehelp
· Can I still set deadlines for my students, or do they just have all semester to do their work?
Yes, you can absolutely set deadlines for your students! Most instructors teaching distance education courses have specific deadlines for assignments, quizzes/tests/exams, projects, discussion board postings, and papers. The Desire-2-Learnprogram allows instructors to set deadlines (day and hour) as well as assign a specific amount of time for assessments. 

· Do you proctor exams for students if they can’t make it to their on-campus midterm/final/exam?
We can proctor exams for students, provided they give us with enough time and some flexibility in their schedules. Instructors are responsible for emailing or hand-delivering any passwords or documents that will be needed to proctor the test. If students are out of state or out of the area, they are responsible for contacting someone at a local community college or university to arrange a proctor. 
· Will you arrange my orientation? Will you come to my orientation? Should I have more than one orientation? Should I make my orientation mandatory?
Many instructors hold their orientations in the LRC using one of the larger classrooms, which have laptops available, or using the pods, which also provide students with immediate computer access. Others use classrooms on campus. If you would like to use a classroom in the Science or UV buildings, Krista Wilbur can arrange that; otherwise, you will need to contact the person in charge of the building or classroom you would like to use. Once your orientation is arranged, and you would like Distance Education support, please contact Krista, who will be happy to attend your orientation if their schedules permit. Because of work or family issues, there are instructors who have multiple orientations so more students can make it – they may offer an orientation during a weeknight as well as one on Saturday. Whether or not you make orientation mandatory is up to you. Many students enrolled in a distance education course have taken distance education classes before and know what to do and where to look, so faculty excuse them from attending. There are some students who are unable to make it to an orientation, regardless of when it takes place. However, orientation is a good place to go over the syllabus, assignments, and to address any student questions. There is no best answer as to making orientation mandatory.
· Can I talk to someone else who’s already taught online to see what suggestions they have?
If you would like to speak with other distance education instructors, please contact Krista Wilbur and they will be able to provide you with the contact information of instructors willing to share their experiences. 
FACULTY SUPPORT RESOURCES
Below are some helpful links, email address, and phone numbers for faculty who are in need of additional support or information for their distance education classes. Additionally, these are resources instructors should provide their distance education students.
Distance Ed Office

Krista Wilbur

Instructional Technology Support Assistant
(805) 654-6452 or (805) 654-6400 x1267
krista_wilbur1@vcccd.edu
http://www.venturacollege.edu/online_services/online_classes/index.shtml 
Library

Reference Desk: (805) 654-6382
Circulation Desk: (805) 654-6482
http://www.venturacollege.edu/departments/student_services/library/
Tutoring Center

(805) 648-8926
VCtutoring@vcccd.net
http://www.venturacollege.edu/departments/student_services/tutoring/index.shtml

Help Desk

(805) 654-6400 x4357 (H-E-L-P)

VChelpdesk@vcccd.edu (non-critical)

http://www.venturacollege.edu/departments/administrative/CTS/helpdesk.shtml
GLOSSARY
Accessible
All programs and multimedia used in online courses must be useable by all students with the aid adaptive technology if needed prior to the start of class; includes all multimedia and course content.
Americans with Disabilities Act
Requires programs and services, including educational programs to be accessible to qualified persons with disabilities. Requires also that all telecommunication must be equal and equally effective.
Desire-2-Learn
The learning management system currently used by the Ventura County Community College District.
Learning Management System
A program used in training for delivering content.
EAC
Educational Assistance Center.
Fair Use
Part of the United States copyright law that allows for minimal reproduction of copyrighted works without gaining permission from the author(s).
Hybrid course
A offered partly online and party on-campus. If a course is considered hybrid, 50% or less of the instruction occurs online. 
LRC
Learning Resource Center.

Online course

A course takes place primarily online through the use of the internet and a learning management system. Fifty-one (51) or more percent of the course takes place over the internet.
Proctor
A proctor is a person supervising a quiz, test, or exam. The proctor typically works in some role at a university or community college.
Section 504
Prohibits discrimination on the basis of disability in educational settings which receive federal dollars. To learn more about Section 504, please explore the information found at http://www.ed.gov/about/offices/list/ocr/504faq.html.
Section 508
Part of the federal Rehabilitation Act of 1973, Section 508 requires equal access to telecommunications for students with disabilities. This applies to students with disabilities enrolled in distance education courses. For more information regarding Section 508, please review the information available at http://www.section508.gov/.
Telecommunications
The communication of information over a distance. Can be done through telephone, television, radio, and computer.
Telecourse

A telecourse is a distance education course offered over a tv channel and/or using VHS or DVDs to supplement required reading.
Title 5
Title 5 is the part of the California Code of Regulations that deals with education in California. The full text of Title 5 can be found by going to this link and click on “TITLE 5. EDUCATION.” http://government.westlaw.com/linkedslice/default.asp?SP=CCR-1000
Web-enhanced course
Instruction takes place entirely in the classroom with an online supplementary component.
