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Response to ACCJC request for Addendum to D.E. Substantive Change Report

Introduction
Glendale Community College (GCC) submitted a Substantive Change Report for Distance Education to the ACCJC on March 18, 2014.  A letter was received from the ACCJC dated May 19, 2014 requesting that the college prepare an addendum to include more detailed information on the following four topics:
1. Provide the most recent program review if the change is conversion from face-to-face to online.
2. Provide evidence of student success and achievement data compared to face-to-face delivery.
3. Provide evidence of student readiness.
4. Provide a description of faculty training implementation that includes content, pedagogy, and technology instruction.


College Response
1. Provide the most recent program review if the change is conversion from 
face-to-face to online.
Distance classes are defined as both hybrid and online only. In all of our classes, including online, there is some element of face to face instruction. Sections of some course within a program may be defined as online. We consider distance education a modality, and thus we have not addressed conversion of face to face classes to online in Program Review. Additionally, none of the degree or certificate programs the college offers have been converted from face-to-face to online-only. Courses within our programs are offered such that 50 percent or more of each degree or certificate may be completed online, but no program is online-only.

None of the college’s programs have been converted from face-to-face to online-only.
In this year’s program review document, the college added the following question:
Question 6.  Distance Education   
How have changes in service delivery, particularly distance education, required changes in the skills of staff? How are staff being trained, retrained and developed? What staff development opportunities have been utilized in the past five years?  When were faculty teaching courses through distance education trained last?

This question is designed to elicit information from all departments regarding the skills level and needs of the faculty teaching and/or wishing to teach distance education. 

Glendale Community College conducts annual program reviews of each department of the college. The focus of the review is determined annually; Institutional Learning Outcomes (ILOs) are the focus 2014-2015 Program Review. Distance education will be a focus of the 2015-2016 Program review.  An electronic link to the 2014-2015 program review document is provided here and in the reference sections at the end of this document. [Ref.1.a.]

“The Guide to Evaluating Distance Education and Correspondence Education” provided by the ACCJC is being used in the preparation of our Self Evaluation Report of Educational Quality and Institutional Effectiveness. As gaps are identified the Committee on Distance Education (CODE) is responsible for leading the college in the discussion of solutions.

Distance Education will be conducting the first DE Program Review in fall 2014. This will allow the program to make resource requests for the future.


2.  Provide evidence of student success and achievement data compared to 
     face-to-face delivery
Because no programs are offered fully through distance education, it would not be possible to track student degree or certificate completion and compare success for face-to-face and distance education modalities. However, the college has collected data on all courses comparing face to face modality to online modalities. One hundred and ninety nine courses were used as the basis for collecting this information from summer 2005 through winter 2014. Success rates were as follows: [Ref.2.a]
Traditional   		   70.0%
Online			   62.0%	
Hybrid			   70.2%
The success of both our online and hybrid classes is better than state wide averages.  As published in the May 2014 Public Policy Institute of California Report: 60.4 percent of all students enrolled in online courses completed with a passing grade. [Ref.2.b]

Because ACCJC does not distinguish between hybrid and online courses/programs, we initiated a comparative study of courses in the regular semesters (e.g., fall and spring) from the fall 2010 to the fall 2013. This comparative study combined online courses with hybrid courses for a total of 262 sections [Ref.2.c], the data indicated success rates as follows:

           Traditional 	   	    68.5%
           Distance Education	    64.9%

Prior to 2011, the college relied on a governance committee to define the requirements of and resources for distance education. The process was flawed and the college embarked on a process to redesign the policies and procedures for curriculum development, assessment, training of faculty and evaluation of distance education. 
The Technology Mediated Instruction Committee (TMI), the governance committee for technology had a DE Course Addendum designed to ensure that courses could be taught online and meet the same standards as traditional courses.  Workshops focused on tools used in online education rather than pedagogy. In order to focus more on the quality of distance education offerings, the Academic Senate established a task force to design a distance education committee that aligns with the Senate and the Curriculum & Instruction (C&I) Committee.  The TMI Committee was dismantled in 2010 and no additional online or hybrid courses were designed, proposed or approved until the Committee on Distance Education (CODE) was formalized by the senate and began defining policies and procedures for quality distance education. The first official meeting of CODE was held in September 2011.  

Currently, GCC is making great strides in the services we are now providing Distance Education faculty.  As an institution, we defined distance education and created policies to be implemented in course design, curriculum, and pedagogy. Our distance education program focuses on course design, accessibility implementation, learning outcomes, and professional development. CODE is also responsible for compliance issues. For  example, CODE institutionalized an instructional design procedure called ERAC: Effective Regular Authentic Contact. This is to ensure the authentication of the student’s identity. ERAC interaction is applied in all course designs. Interaction in the distance education classroom must take place in four ways every week: 

    	Instructor-Student
     	Student-Student
     	Student-Content
     	Student-Interface   

Additionally, the college made changes in its administrative structure with the inclusion of a Dean of Library and Student Support Services, to provide the faculty coordinator Distance Education and CODE with institutional support and resources. 
Policies and procedures for authentication, faculty/student interaction, attendance, participation, and training have been developed by CODE and approved by the Academic Senate and the Academic Affairs Committee (i.e., a standing governance committee with responsibility for all academic issues). [Ref.2.d] [Ref.2.e]  All curriculum offered in D.E. is approved by CODE and sent to the C&I Committee as an information item. All curriculum to be offered as DE including new and revised courses and programs must first be approved by the division, the C&I Committee, and, as necessary the Academic Affairs Committee, Campus Executive Committee, and the Board of Trustees.  It is too early to manifest changes in success rates; however, a baseline has been established and annual comparative studies will continue with the results discussed in CODE and the divisions. 

3.  Provide evidence of student readiness

Glendale Community College offers a variety of Distance Education courses to meet current needs including online courses and hybrid courses.  GCC’s Distance Education uses Moodle as a Learning Management System (LMS).  Internet and other technologies are used in learning exercises every week to ensure regular and effective contact between instructor and student. Class sections offered through Distance Education are equivalent to class sections of the same course offered through face-to-face delivery. Courses are taught by the same qualified instructors, follow the same curriculum and standards, and have the same prerequisites as the classroom-based version of the course. Distance Education courses provide flexibility in scheduling and are especially helpful to self-directed learners. It is recommended that students be comfortable with computers, particularly the internet, before taking an online or hybrid course.

All students must meet the minimum qualifications required to register for any course offered at GCC and any additional criteria outlined for a specific course, such as pre-requisites. In addition to having the same course requirements as face-to-face sections, Distance Education sections require additional activities that can be found in ticket notes listed in the class schedule. An example of a ticket note follows:

Example of a ticket note for distance education:

1181 Note: ONLINE CLASS 
For information on what is required of you when taking an online course visit www.glendale.edu/online or go to the Distance Education pages in the printed schedule. 2nd 6-wk beginning 10/22/14. Students should possess basic computer skills and have access to the Internet, either from home or from the computer labs on campus. Mandatory Orientation Wednesday, 10/22, 5-7pm in SG138. Final exam, Wednesday, 11/26, 4:30-7pm in SG138. The instructor can be reached at: reed@glendale.edu. This online course requires weekly online access, participation, and communication. Students must review the instructor generated Welcome Letter via GCC email before the semester begins and complete the Course Check-In Assignment described in the Welcome Letter not later than two days after the orientation meeting to avoid being dropped from the course.


The Distance Education Student Center provides students with information regarding: 

Orientation or face-to-face times, dates and locations;
Technological specifications; 
Course or department webpages; 
Instructors contact information 
Students’ answers to the following questions:
· What is a Welcome Letter?
· What is a Check-In Assignment?
· How is your identity verified?
· What is GCC’s Attendance & Participation Policy for Distance Education?
· What is the Drop Policy for DE?
· What Should I Consider Before Taking an Online Class or Program?
· D.E. Student Center  

Once enrolled in an distance education course, the students receive an automated email which is generated from GCC’s IT department informing them about “live” orientation, required I.D. to confirm authentication, the Welcome Letter (outlining check-in assignments, location of the orientation and LMS information) and a check-in assignment. 

All distance education faculty are required to construct a Welcome Letter and send it via email to all enrolled students via PeopleSoft and Moodle at least TWO working days prior to the first class meeting. The Welcome Letter must also be posted it in the course Moodle page as a document on the day of the first class meeting.

Faculty and the institutional services are working hard to establish a transparent culture of expectation in order to ensure student confidence and readiness before enrolling in a DE course.  In addition, instructors are implementing procedures to enhance clarity of student expectations.  

4. Provide a description of faculty training implementation that includes content, pedagogy, and technology instruction.

OWL (Online.  Wired.  Learning.) is an online learning community of practice offering faculty training and support in Distance Education for the purpose of ensuring quality and compliance with federal, state and accreditation guidelines. OWL is our branded approach to our DE training/professional development (PD) process which was approved by the Committee of Distance Education (CODE). It encourages all faculty (DE or traditional) to participate and collaborate in Distance Education workshop, conferences, webinar, presentations or GCC’s online certification learning module program. OWL will represent all Staff Development workshops focusing on online instruction and design. Finally, it will maintain an open conversation through social media via Twitter and Pinterest. [Ref.4.a]

All faculty teaching online classes must have ongoing professional development in distance education via OWL. The Committee of Distance Education has identified two levels of distance education certification:

Level 1:  First Time Training Certification
Level 2:  Online Expert Development Certification.


Level 1:  First Time Training Certification

Faculty new to the online teaching modality must complete the “First Time Certification” process, an online, self-paced, 6 hour training program (+1 Hour practicum). The “First Time Certification” learning modules are delivered through Moodle and facilitated by the Distance Education Coordinator. The learning modules focus on distance education, instructional design and pedagogy. The modules are not focused on the navigation tools in Moodle. The goal of the “First Time Certification” process is to train faculty to design effective learning environments in a distance education platform and leverage their efficacy in achieving their student learning outcomes. The following six areas and a practicum are covered in the “First Time Certification” Process:

1.  Instructional Design for Course Type - Hybrid / Online Models via Moodle 
(1 hour)
The online workshop is designed for faculty members who are thinking about,    or are new to, online teaching. It is designed to explore the fundamentals of key issues of teaching and learning in the online environment. The workshop will engage participants in topics such as: characteristics and unique needs of the online learner, learning styles and diversity in an online class, fundamentals of online summative assessment and essentials of using the Moodle learning management system.

2.  Regular & Effective Contact via Moodle (1 hour)
The online workshop is designed to demonstrate measures for regular and effective, instructor-initiated contact incorporated and its incorporation into online and hybrid course design and delivery. Regular and effective contact means that instructors must keep in contact with students on a consistent and timely basis to ensure the quality of instruction and verify student performance and participation status. Establishing and maintaining regular effective contact is an important aspect of delivering an online and hybrid course. This is a Title 5 requirement and a practice that encourages and facilitates student-centered instruction and student learning outcomes.  


3.  Aligning Course SLOs and Exit Standards to an Online Environment via
Moodle (1 hour) 

The online workshop is designed to provide assistance in aligning assessment 
of SLOs and Exit Standards to an online environment. It will guide the mode of delivery of appropriate activities to assess student readiness for course content.  It will also share multiple online assessment strategies which may be used to measure content knowledge, attitudes, and skills. The online workshop can assist the faculty to develop methods of regular feedback about student performance throughout the course

4.  Accessibility via Moodle (1 hour)
The online workshop is designed to inform faculty on Sections 504 & 508 of the Federal Electronic and Information Technology Accessibility and Compliance Act. Participants will understand how to promote equal access to all learners. All online and hybrid courses must be designed to keep in mind those students who have special needs and require assistive technology.

5.  Use of Student Support & Resources (1 hour)
The online workshop is designed to inform faculty GCC’s Student Support and Resources. Participants will understand how to utilize ITS/FCLT/Staff Development/DSPS, Student Services and the Library to enhance online learning.

6.  GCC DE Orientation via Moodle (1 hour)
The Distance Education Orientation details the GCC course development process via Moodle as well as the College’s policies and procedures as they relate to distance education. The orientation also introduces faculty to the GCC’s learning management system.

7.  GCC New DE Faculty Practicum via Moodle
The Practicum is a demonstration of skills.  It is designed as a self-reflective development process with guidance from a peer reviewer. Throughout the certification process, we will provide faculty with a few examples.  However, we want faculty to develop their own content and self-assessment. As candidates, it is the faculty’s responsibility to demonstrate their skill and proficiency as online instructors.  The Peer Reviewer will help to point the faculty in the right direction, but ultimately the faculty will have to complete the Practicum demonstration.

Upon completion of the training, the faculty member will receive 6 units of professional development/flex credit plus one unit of practicum training. 
 




Level 2:  Online Expert Development Certification 

Faculty with previous online teaching experience may waive taking the “First Time Training Certificate”. However, the “First Time Training Certificate” is available to any and all faculty who choose to take the learning modules.

An “expert faculty” member will need to arrange a meeting with their Division Chair before he/she can be scheduled to teach an online or hybrid course. To be considered an “Expert Faculty” the faculty member must provide evidence of online or hybrid teaching experience, and training.  Division Chairs can contact the Distance Education Coordinator for assistance in determining whether the necessary qualifications to teach online have been met. In order to be considered an “expert online faculty”, one of the following criteria must be met:

· Faculty who have taught online at GCC within the past 3 years may have their First Time Training Certificate requirements waived.  However, 20% of the total required Staff Development FLEX hours must be focused on Distance Education (i.e. webinars, conferences, on campus DE workshops).  OWL provides all the necessary on-campus workshops and endorsed webinars information in the Distance Education Faculty Center web page at: [Ref.4.b]

· Faculty who have taught online at another institution within the past 3 years but not at GCC may be eligible to have some of the First Time Training Certificate requirements waived.  However, in order to become acquainted with distance education at GCC, they must complete GCC’s Student Support & Resources and CC’s DE Orientation Training (Steps 5 and 6 from the First Time Training Certificate process).

· Faculty who have not taught online but have taken the equivalent coursework within the past 3 years may be eligible to have some of the First Time Training Certificate requirements waived. Any previous coursework must cover content that is equivalent to First Time Training Certificate. Proof of completion, including course descriptions, is required. In addition, to become acquainted with distance education at GCC, GCCs Student Support & Resources and GCC DE Orientation Training (steps 5 and 6 from the Certification Process) must be completed.

The Distance Education Coordinator will work with the Staff Development Office and the Dean of Library and Learning Support Services to ensure that faculty scheduled to teach distance education meet the training and flex requirements. In fall 2015, faculty who do not meet training and flex requirements will not be eligible to teach distance education courses.

Access to OWL and all its endorsed sessions and opportunities are published “Become a DE Expert OWL”. [Ref.4.b] 
Annual Distance Education Quality Assurance for ALL Online Instructors

All distance education faculty must have evidence of ongoing professional development focusing on pedagogy in distance education, compliance issues associated with distance education or technological techniques associated with distance education. GCC offers Staff Development opportunities via OWL.

Full time faculty interested in teaching distance education are required to complete 20% of the total required Staff Development/Flex obligation hours on Distance Education (i.e. webinars, conferences, on-campus DE workshops or 3rd party training programs).  For example, if a faculty’s yearly load is 30 units, their required DE certification is 6 hours. 

Adjunct or Part time faculty must spend a total of 3 Staff Development/Flex obligation hours must focus on Distance Education offered by OWL (i.e. webinars, conferences, on-campus DE workshops or 3rd party training programs). 

An activity code that indicates distance education training has been added to the faculty FLEX form.  

All distance education faculty can access multiple modes of communication related to distance education via OWL. Distance education faculty can access a listserv called OWL@glendale.edu and Twitter (@OWLGCC) with announcements for workshops, webinars, scholastic articles and online pedagogical strategies.  In addition, OWL enables collaboration of tips, best practices and research content via Pinterest.  OWL’s Pinterest board can be found under pinterest.com/owlgcc. [Ref.4.a] 


           Requirements for authenticating students in Distance Education

Distance education faculty are expected to include more details in the course syllabus than typically provided in face-to-face courses. The distance education Faculty Innovation Center (FIC) [Ref.4d] delineates all of the expectations of faculty for distance education as follows:
1. Prior to the first day, authenticate your enrolled students
Before you begin to design your Distance Education Course for the semester, follow these 3 steps to ensure Student Authentication and to ensure a meaningful and compliant education for GCC Online students. Click on the hyperlinks below to further understand the steps.
(A)   Produce a Welcome Letter 
(B)   Course Check-In Assignment 
           (C)   Orientation Meeting
2. Authenticating students through instructional design
When designing a course, keep the following suggestions in mind:
Initiated Interactions
· Include substance for all types of interaction in the course design. 
· Utilize appropriate media for accessibility. 
· Design daily or weekly assignments and projects that promote collaboration among students. 
· Model course netiquette at the beginning of the semester with instructor-guided   introductions. Netiquette – A term derived from ‘network’ and ‘etiquette’ which refers to the appropriate manners and protocol for communication in online interactions. 
· Pose questions in the discussion boards which encourage various types of interaction and critical thinking skills among all course participants. 
· Monitor content activity to ensure that students participate fully and discussions remain on topic. 
· Create a specific forum for questions regarding course assignments. 
· Ask students for feedback about the course on a regular basis and revise content as needed. 
Frequency & Timeliness of Interactions
· Establish guidelines for frequency of contact that are the same as in the face-to-face classroom. 
· Make known response time for student questions/inquiries and assignment feedback (e.g. 1-2 business days). 
· Maintain an active daily presence, particularly during the beginning weeks of a course. 
· Give frequent and substantive feedback throughout the course. 
Expectations for Interactions
· Specify course policy regarding frequency and timeliness of all contact initiated by the instructor in the syllabus. 
· Explain course policy regarding student-initiated contact (where to post questions, assignments, etc.) in the syllabus. 
· Outline and explain netiquette in initial course documents. 
· Clarify important dates, such as assignment and assessment deadlines not only in the beginning but also throughout the course. 
Absences from Interactions
· Inform students immediately of course designee should an illness, family emergency or other unexpected event prevent continuing regular effective contact for a prolonged period of time. 
· Let students know when instructor-initiated regular effective contact will continue. 
3.  During the semester, initiate Effective Regular Authentic Contact (ERAC) 
Instructors need to make certain that there are measures for instructor-initiated effective regular authentic contact incorporated into online and hybrid course design and delivery. Effective regular authentic contact means that instructors must keep in contact with students on a consistent and timely basis to both ensure the quality of instruction and verify their performance and participation status. Lack of activity in the course such as in the LMS or third party websites indicates a lack of regular effective contact. 

Establishing and maintaining effective regular authentic contact is an important aspect of delivering an online and hybrid course. It is not only a Title 5 requirement, but is also a practice that encourages and facilitates student-centered instruction and increases student learning outcomes.  Therefore Distance Education courses cannot be offered in a self-paced format.

What does this mean for DE?  Interaction in the distance education classroom must take place in four ways every week: 1. Instructor-Student 2. Student-Student 3. Student-Content 4. Student-Interface.

The following are examples of how to implement weekly interaction (ERAC) in the distance education classroom:

    	Instructor-Student Examples:
· Personalized feedback 
· Interactions in discussion boards 
· Chat/IM 
· Synchronous Sessions / Video conferencing 
· Flipped Classroom Instruction 
· Phone/voicemail 

    Student-Student Examples:
· Messaging via the LMS 
· Discussion boards 
· Chat/IM 
· Synchronous/Asynchronous Document Editing 
· Collaborative projects: group blogs, wikis 

Student-Content Examples:
·      Modules on the LMS 
· Lectures (recorded/streaming) 
· Podcasts/webinars/screencasts 
· Videoconferencing/CCCConfer 
· Discussion boards 

Student-Interface Examples:
· Computer hardware 
· Internet browsers 
· Software applications 
·     Modules on the LMS 
· Discussion boards 

4.   Understand GCC’s Attendance & Participation Policy
All distance education courses currently follow the GCC Attendance and    Participation Policy:
· Students are expected to attend all class meetings. There are no authorized  
         absences from class and irregular attendance may result in exclusion from
         classes. 
· It is the student’s responsibility to register properly for classes. A student who
         fails to enroll officially in a class will not be given credit for that class. 
· Students also have the responsibility of officially withdrawing from college or
        dropping from class when they stop attending, and of observing established
        deadlines. Otherwise, “F’’ grades may be assigned. 
· It is the responsibility of each student to know the attendance and absence
        policy of each class in which he or she is enrolled. It is the responsibility of 
        each instructor to inform his or her class of the attendance and absence
        policies at the beginning of each semester. 
· Students shall be dropped from class for failure to attend the first class 
        meeting during the first week of instruction if they have not made prior 
        arrangements with the instructor. 
· Students also may be dropped for continuous or cumulative absences for the
        number of hours a sixteen-week class is scheduled to meet in a two-week
        period. 

What this means for distance education?
Students in distance education courses are required to ‘attend’ class and participate just as if they were in a face-to-face course. This means that instructors need to set up guidelines for how much each lecture, reading assignment, discussion or project qualifies as a meeting during the course of a week/learning unit/course module.

Students who do not participate in class, that is, who consistently do not complete assignments, quizzes, respond to forums or turn in other work, should be notified that they will be dropped from the class for non-participation.  Therefore, it is important that online and hybrid instructors should be very clear in their syllabus about what constitutes participation and late work.

5.  Understand “Last Day of Attendance” (LDA) and GCC’s Drop Policy
In order to maintain a compliant DE environment, DE instructors must understand
          Federal and GCC's Drop Policies.
Federal Policy Guidelines
The Federal government has not issued formal guidelines regarding what constitutes the “Last Day of Attendance” in the online classroom. However, because of the potential for financial aid fraud in online programs, the US Department of Education has recently determined that there should be “regular and substantive interaction between students and faculty” in online courses (Salomon and Murray).

What this means for distance education?
It is not enough to evaluate a student’s attendance based solely on the number and frequency of logins or through course statistics on the LMS. The new guidelines are meant to protect the institution from students who are receiving financial aid assistance but who are not participating in class.

Although guidelines have yet to be created, instructors must drop students based on their participation in class. Attendance (through logins) is not the same as participation. Participation means actively completing course activities in the LMS such as assignments, assessments, posting on discussion forums, etc. Participation policies must be clarified in the online syllabus.
GCC’s Drop Policy Guidelines
Once enrolled in courses, students are not considered dropped or withdrawn unless:
·     They dropped the course Online via MyGCC, OR they dropped the course with
          an Add/Drop form in person at the Admissions & Records office.
·     A grade of “W” will not be made on the permanent academic record of a 
         student who drops or is dropped from the course or from college:
· During the first two weeks of a semester-length course;
· During the first week of a course which is at least five weeks in
           length and less than a semester in length; or
· During the first 20% of a course which is less than five weeks 
           in length


What this means for distance education?

The face-to-face policy of ‘attending’ the first class, particularly for students who are new to distance education may present a problem. There are often students who, either because they are unaware of the policies or overwhelmed by the technology, may login to the course but might not complete any of the assignments by the orientation meeting + 2 days.

It is therefore important for online and hybrid instructors to create a coherent and well-defined course drop policy and to articulate this in the initial email and welcome letter sent to the students 2 working days prior to the course orientation date as well as in the online course syllabus.

6. Get to know the Distance Education Coordinator.
For any assistance in interpreting any DE policy, contact your DE Coordinator

In summary, GCC is promoting a strong learning environment through our Distance Education course offerings. Pedagogical, online learning workshops nurture the professional development of all faculty and inspire a safe, accessible and effective learning environment for students. OWL, our online learning community of practice, will only grow stronger and efficiently as more faculty online innovators contribute to the community of practice. Meanwhile, the Distance Education Coordinator, via OWL, maintains a number of professional development opportunities to sustain the needs and demands of our faculty.
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