Distance Education Course Outline Addendum 4

Hartnell College

Curriculum Committee

Distance Education Course Outline Addendum

	Date:      
	Initiator:      

	Course Discipline:      
	Course Number:      

	Course Title:      
	Number of Units:      


Purpose of this form: Each proposed or existing course, if delivered by distance education, shall be separately reviewed and approved by the curriculum committee prior to being offered (Education Code 55213). The content and objectives of this distance education course must be the same as those specified for the face-to-face course. In addition, regular effective contact is required by Title V, Section 55211.
Methods of Instruction

A. Identify the delivery method of orientation session (check all that apply):

 FORMCHECKBOX 
 In Person (optional only)


 FORMCHECKBOX 
 Teleconference

 FORMCHECKBOX 
 Online




 FORMCHECKBOX 
 No orientation session required

B. Check ALL the delivery methods you expect to use for course instruction and activities:

 FORMCHECKBOX 
 Online, using the college supported course management software

 FORMCHECKBOX 
 Online, using the college supported course management software with course cartridges/packs

 FORMCHECKBOX 
 Online, using independent resources not provided through the college supported course management software (including course cartridges/packs, if applicable)

 FORMCHECKBOX 
 Permission from VP for Instruction or designee obtained

 FORMCHECKBOX 
 Two-way teleconferencing (video and audio)

 FORMCHECKBOX 
 Television, cable, or satellite broadcast

 FORMCHECKBOX 
 Other: (specify):      
C. Describe the methods of instruction and the activities/assignments in each (check all that apply):

	METHODS OF INSTRUCTION

	
	Method/Activity
	Examples

	 FORMCHECKBOX 

	CD/DVD
	     

	 FORMCHECKBOX 

	Chat Room
	     

	 FORMCHECKBOX 

	Course Cartridge
	     

	 FORMCHECKBOX 

	Demonstration (applet, animation, whiteboards, etc.)
	     

	 FORMCHECKBOX 

	Discussion Boards
	     

	 FORMCHECKBOX 

	E-mail
	     

	 FORMCHECKBOX 

	External Web Links
	     

	 FORMCHECKBOX 

	Field Trips
	     

	 FORMCHECKBOX 

	Group Activities
	     

	 FORMCHECKBOX 

	Individual Assistance
	     

	 FORMCHECKBOX 

	Lab Activities
	     

	 FORMCHECKBOX 

	Lecture (text, audio, video)
	     

	 FORMCHECKBOX 

	Multimedia
	     

	 FORMCHECKBOX 

	PowerPoint Presentations
	     

	 FORMCHECKBOX 

	Tutorials
	     

	 FORMCHECKBOX 

	Other
	     


D. Describe the methods of evaluation and provide examples of each:

	METHODS OF EVALUATION

	
	Method
	Examples

	 FORMCHECKBOX 

	Assignments
	     

	 FORMCHECKBOX 

	Comprehensive Final Exam (required)
	     

	 FORMCHECKBOX 

	Discussion Board Participation
	     

	 FORMCHECKBOX 

	Essay Tests
	     

	 FORMCHECKBOX 

	Essays
	     

	 FORMCHECKBOX 

	Group Projects
	     

	 FORMCHECKBOX 

	Individual Projects
	     

	 FORMCHECKBOX 

	Objective Tests
	     

	 FORMCHECKBOX 

	Portfolios
	     

	 FORMCHECKBOX 

	Presentations
	     

	 FORMCHECKBOX 

	Problem Solving
	     

	 FORMCHECKBOX 

	Quizzes
	     

	 FORMCHECKBOX 

	Research Papers/Projects
	     

	 FORMCHECKBOX 

	Skill Demonstration
	     

	 FORMCHECKBOX 

	Other
	     


E.
Will exam proctoring be required?
No
 FORMCHECKBOX 


Yes
 FORMCHECKBOX 

If yes, you must refer to the following DE Proctoring Advisory statement in your course description and syllabus:

If this course is taken online, proctored exams will be required, either at Hartnell College or at an approved remote site. If the exam is to be administered offsite, it is the student's responsibility to arrange for the site and proctor, provide contact information for the proctor to the instructor, and obtain consent for this arrangement from the instructor prior to the exam date.

F.
The following statement will appear as an advisory for all Distance Education classes. Please note any additions or amendments your course requires:

Students must have basic computer skills for operating Microsoft Word and e-mail, including sending attachments and files. Students also need access to the Internet and must have adequate hardware and software capabilities. Access to computers is also available at the Hartnell College Library/LRC.

     
Instructor-Student Contact

A. Describe how you will achieve regular effective contact with your students. 

 FORMCHECKBOX 
 Email, respond within       hours of time message sent

 FORMCHECKBOX 
 Telephone, respond within       hours of time message recorded

 FORMCHECKBOX 
 Teleconference

 FORMCHECKBOX 
 In-person office hours

 FORMCHECKBOX 
 Other: (specify):      
Course Support

A. Describe additional resources needed or anticipated for this course.

     
B.
Materials, including course cartridges/packs, have been listed on the course outline form. 

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Class Size

A.
The Agreement between the Hartnell College Faculty Association and the District states the class size for Distance Education courses (Article 22.D.1). Please explain any extenuating circumstances that require variation from the agreement.

     
Hybrid Offerings Only (OMIT THIS SECTION IF COURSE WILL NOT BE OFFERED AS HYBRID)

A. A hybrid course is defined as a course in which any of the required number of instructional hours based on the number of units are met face to face as well as at a distance (Article 22.A.3). If this class will be offered partly in person and partly via distance education, this section must be filled out. This section should not be filled out if the course will not include any face-to-face instruction (except for an optional orientation and proctored examinations). 

Please use the table below to check which instructional activities will be used in the following modalities of your hybrid class (check all that apply): 

	METHODS OF INSTRUCTION—HYBRID CLASS

	Method/ Activity
	F2F
	Online

	CD/DVD
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Chat Rooms
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Course Cartridge
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstration (applet, animation, whiteboards, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Discussion Boards
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E-mail
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	External Web Links
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Field Trips
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Group Activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Individual Assistance
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lab Activities
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lecture (text, audio, video)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Multimedia
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PowerPoint Presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tutorials
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Please use the table below to list which methods of evaluation will be used in the following modalities of your hybrid class (check all that apply):

	METHODS OF EVALUATION—HYBRID CLASS

	Methods
	F2F
	Online

	Assignments
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comprehensive Final Exam (required)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Discussion Board Participation
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Essay Tests
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Essays
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Group Projects
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Individual Projects
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Objective Tests
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Portfolios
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Problem Solving
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Quizzes
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Research Papers/Projects
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Skill Demonstration
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Statement of 508 Compliance

Both state and federal law require community colleges to operate all programs and activities accessible to students with disabilities. Please answer by checking the Yes, No, or NA box. For further assistance with Accessibility and Assistive Technology, please contact the Instructional Technologist through the Hartnell College DSP&S Office. (831) 755-6760.
	Yes
	No
	NA
	Requirement and Purpose

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1. Provide a text equivalent for all non-text elements such as images, animations, applets, audio/video files and art. This will enable a screen reader to read the text equivalent to a blind student.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2. Provide descriptions for important graphics if they are not fully described through alternative text or in the document’s content. The description would inform a blind student of what a picture represented. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3. Ensure that information conveyed by the use of color is also understandable without color. For example, so a blind or color-blind student could understand a color-coded representation of DNA.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4. Provide textual equivalents to audio information (captioning). The text will enable deaf students to know what others are hearing.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5. Provide an alternative audio description for multimedia presentations. The sound will enable blind students to know what others are seeing.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6. Avoid flickering the screen and ensure that moving, blinking, scrolling, or auto-updating objects or pages may be paused or frozen. The movement can be distracting for students with certain disabilities.  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7. If using faculty web site vs. college provided course management system identify, by labeling or other appropriate means, row and column headers. The identification will enable screen readers to discern the headers, which disclose the purpose of the data in the rows and columns.


	Yes
	No
	NA
	Requirement and Purpose

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8. If using faculty web site vs. college provided course management system provide title frames and include sufficient information as to their purpose and relationship to each other. This will help blind students understand the organizational purpose of the frame.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9. If using faculty web site vs. college provided course management system, ensure, through “Bobby” http://cast.org/bobby or other appropriate verification, the usability of pages, and provide the Curriculum Committee with an evaluation printout.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	10. My course syllabus recommends that students who require accommodations for a disability, such as accessible formatting of course materials, contact me immediately. Example: “In compliance with equal access laws, I am available to discuss appropriate academic accommodations that you may require as a student with a disability. Request for academic accommodations need to be made during the first week of the semester, except for under unusual circumstances, so arrangements can be made. Students are encouraged to register with Disabled Students Programs and Services (DSP&S) for disability verification and for determination of reasonable academic accommodations.”


Other items to consider:
1. Will you need the assistance of the Instructional Technologist in charge of assistive technology? 

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

2. Describe the strategies that will be used to make the course accessible to all and ensure that the opportunity to participate for the disabled is as effective as that provided to others. Indicate any technical assistance that will be required:      
Obtain the following signatures in the order listed below:

The instructor certifies that this proposed distance education format has been discussed and approved by the faculty of the       department.

	
	
	
	
	     

	Instructor
	
	Area Dean
	
	Date


The Director of Distance/Online Learning has received a copy of this proposed course and certifies that the college’s instructional equipment and materials and the instructor’s training are sufficient to make offering the course feasible. 

	
	
	
	
	     

	Director of Distance/Online Learning
	
	Associate VP of AIS & Library Services
	
	Date


The Curriculum Committee Chair certifies that the Curriculum Review Committee has reviewed this proposed distance education course and that it complies with Hartnell College goals and with the College/District/State requirements and procedures.

	
	
	
	
	     

	Curriculum Committee Chair
	
	Vice President for Instruction
	
	Date
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