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The Distance Education Committee (DEC) of Alabama State University (ASU) has prepared these guidelines and procedures to assist faculty members, deans, and department chairs in the development, preparation, approval, and teaching of online courses.
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I.  Expectations for Online Faculty

A.  General

1. Please read the following article, Implementing the Seven Principles: Technology as Lever, available from http://tltgroup.org/programs/seven.html     

2. Be prepared to spend more, not less, time teaching a class.  Online instruction is labor and time intensive.

3. If you have not taught or taken a course online, you should be willing to learn how to present your course using new strategies and techniques.
4. You should know whom to ask for assistance in developing your on-line course.
5. It is mandatory for instructors to ensure that students are computer literate before they enroll for an on-line course. For undergraduate courses, students should have taken and passed CIS 205/ CSC 210/ EDU 321/ MUE 310 (or other appropriate basic computing course) before they can enroll for an on-line course. Since undergraduate courses focus on domain-specific knowledge, they are more suitable for the traditional lecture based teaching method; care should be taken when considering the development of this type of course for distance education.

B.  Technology

1. The instructor should be proficient in use of the computer, e-mail, Internet, and web development for successful online instruction.

2. The instructor should be aware of the limitations of the technology support at ASU. There will be no technical support provided by the MIS except through the general help-desk.
3. Knowledge of bandwidth, dial-up modem, DSL, cable modem, etc., will enable the instructor to understand how the course is transmitted and to assist students when they are having technical problems.

4. The instructor should recognize that his/her computer and their students’ computers are probably not the same.  The course should be designed with the assumption that the students may not have the most up-to-date system or on-line access.

5. The instructor should be willing to learn new technologies, tools and software applications necessary for online instruction.  
6. The students may require significant technical support as they get started each semester in the online environment and the instructor is expected to provide the necessary support. 
7. Until the university provides some type of course management software, such as Blackboard, instructor may have to provide their own web hosting resources.
8. The instructor should be familiar with the logon process students must use to access the electronic resources of the library.
C.  Course Guidelines

To be approved by the DEC, all distance education courses must contain the following elements:

Syllabus:

1. Online courses require unique syllabi.  Therefore, online sections must have a separate syllabus that is specifically designed for online delivery.

2. The syllabus must comply with the university’s standards and policy.
3. The instructor’s contact information should be clearly stated in the syllabus and must include:
a. office telephone number and location
b. department telephone number

c. email address(es)
d. work address

4. The syllabus should contain all technical requirements expected of the student, including but not limited to:
a. Experience of using productivity tools such as word processing, spreadsheets, and presentation software.
b. Experience of using the Internet

c. Experience of  using email

d. Ability to download files from e-mails and the Internet.
e. Ability to attach files to e-mails
f. Specific software requirements required for the course, i.e. PowerPoint, HTML, PDF, Adobe Acrobat Reader, PowerPoint Reader, etc.

5. The syllabus should contain a brief orientation to distance education.
6. The syllabus should have clearly labeled expectations, evaluation, and minimum standards for each course, including due dates and times.
7. The syllabus should provide a link to the ASU library: http://lib.alasu.edu and include instructions for accessing electronic resources.  
Course Features:
1. Discussion Board/Forum

Course must require mandatory participation by students in a discussion forum as part of the final grade to insure active participation in the course.  Instructor is expected to act as a moderator on the discussion board.  
2. Final Exams

All final exams must be proctored and taken in the presence of the instructor.
3. Feedback

Faculty must provide feedback to students in regards to questions, assignments, and grades in a timely manner, no longer than two days between initial contact and response.
4. Learning Techniques 

Active, participatory learning techniques are central to the learning process in the online environment.  Lecture style is not suggested for this type of course delivery.
5. Course Delivery

Courses should generally be designed with an asynchronous delivery method.

6. Faculty Evaluation 

Instructor’s department must distribute some form of the SIR to each student to be voluntarily returned to the department offering the course.  
7. Student Privacy 

Provisions for student privacy and confidentiality must be considered.

8. Internet etiquette 

Instructor will provide instructions on Internet etiquette, preferably with a link to a related website on the topic.  The instructor is expected to monitor online discussions and address any Internet etiquette problems as they arise.

9. Copyright

Course must adhere to standard “fair use” copyright guidelines.

10. Course Materials

All course materials, documents, and assignments should be posted during the first week of each semester.  Use a similar template for all materials to increase clarity and simplify structure.

11. Technology

Back-ups of discussion board and related online materials must be kept up-to-date.  
12. Simplicity and Specificity

Keep the content specific to the course, do not provide links, etc. that you do not intend to use. 

D.  Websites for Distance Education
Considerations to Developing an Online Course 

http://www.rose.edu/idt/fitt/fitt1003/prior_considerations.htm
10 Tips for Online Course Development – Priya Williams

http://www.stylusinc.com/online_course/tips.htm 

Ideas for Distance Learning – Dr. Robert Bramucci

http://fdc.fullerton.edu/learning/STG2001_IDEAS.htm 

MERLOT (Multimedia Educational Resource for Learning and Online Teaching)

http://www.merlot.org/home/Sites.po 

Who Owns Online Courses and Course Materials?  Intellectual Property Policies for a New Learning Environment. – Carol A. Twigg

http://www.center.rpi.edu/PewSym/mono2.html 

A Beginner’s Guide to HTML

http://archive.ncsa.uiuc.edu/General/Internet/WWW/HTMLPrimer.html 

Online Pedagogy: Theories and Best Practices – Part of the Tennessee Board of Regents website that coordinates most distance education in the state of Tennessee.

http://www.tn.regentsdegrees.org/faculty/pedagogy.htm 

There are many books available on distance education through the ASU Library’s netLibrary database.  Just search on the term “Distance Education” to retrieve titles.

http://www.lib.alasu.edu/library/edatabases.html 

II.  GUIDELINES FOR DEANS AND DEPARTMENT CHAIRS

1. Deans and chairs are responsible for the initial consideration and selection of courses for online delivery.  Therefore, they must be familiar with the expectations for online faculty and course guidelines for distance education as outlined in this document.   

2. Deans and chairs must indicate their approval for the development of a distance education course by signing the Course Proposal Form.  The completed form is submitted to the Distance Education Committee.
3. After the course proposal process begins, the faculty member will be assigned a mentor by the Distance Education Committee.
4. It is the individual faculty member’s responsibility to notify his/her dean or chair of the progress being made in course development.
III.  DISTANCE EDUCATION COURSE APPROVAL PROCESS

The DEC has designed the course approval process as a four-step system: 
1. Approval by Dean of college administering course

The DEC should supply each Dean (and developer) a “Guidelines” document stating what the committee deems important for the successful creation and implementation of an online course, i.e., Seven Principles, Best Practices, etc., so that the Dean can make a informed decision about the possibility of  teaching the content online.
2. Proposal

The course developer completes a proposal form and submits to 

DEC.  The proposal form is a clear and concise yes/no type of form that provides a way for the committee to learn about the developer’s technology background, teaching experience, etc.  The approval of the proposal grants the developer permission to begin development. 

3. Developer will be assigned a mentor 
Based on the developer’s experience, a mentor will be assigned by the DEC.  The mentor will be responsible for helping the developer create a course that can meet all of the requirements on the Final Approval form, i.e., syllabus, links, testing, projects, discussion board, etc.  When the course is essentially completed, the developer (with the mentor’s permission) will make application for final approval. 

4. Final Approval

By the time a developer applies for final approval the course should essentially be ready for online delivery, the DEC will review the site and offer suggestions.  At this time, the developer must also submit the Developer’s Self-Assessment Form. 
IV.  DISTANCE EDUCATION COURSE EVALUATION PROCEDURES

1. Steps 1-4 of Distance Education Course Approval Process must be completed for the DEC to begin the evaluation of the distance education course.
2. Developer should retrieve and complete a copy of the Developer’s Self Assessment Form, available from the ASU Forum, http://www.coe.alasu.edu/forum, to include with their course.

3. The completed Developer’s Self-Assessment Form and an electronic documents package of prepared course materials (including syllabus) is mailed to the DEC chair.

4. DEC chair will email the committee with attachments of the electronic package submitted by the faculty member whose course is to be reviewed.
5. DEC chair will convene committee after two weeks from date of package distribution to discuss findings.

6. If class is recommended, the chair will notify the faculty member.  A response to comments from the review committee can be submitted by the faculty member with a request to meet with the committee if desired.  Thereafter the committee will forward the recommendation materials to the appropriate Dean and the Vice President for Academic Affairs.

7. If the DE class is not recommended for approval, faculty member requesting class will be sent a print version of the form with the consensus of comments from the committee.  Requestor will be invited to request additional information in writing or meet with committee regarding the evaluation.

8. Faculty member has the option to make corrections/revisions recommended by the committee and re-submit package.

9. DE classes not recommended by the committee, after the above procedures are followed, will be forwarded to the appropriate Dean and the Vice President for Academic Affairs.

V.  DEADLINES FOR DISTANCE EDUCATION COURSE APPROVAL

The DEC expects that from development to approval will take two semesters prior to the course being offered, i.e. Fall – Development, Spring – Approval; Summer/Fall – Offer course.  To facilitate the process, the following deadlines have been established for the submission of the electronic package for committee review:


Fall – September 1 (for class to be offered in the Spring semester)

Spring – January 15 (for a class to be offered in the Summer or Fall semester)

Summer – Committee does not anticipate reviewing courses during summer term.
VI.  Online Course Proposal Form 
(To be completed by course developer)

This form has been developed by the Distance Education Committee to be completed by faculty wishing to develop and teach an online course.  Courses which use web-based components as a supplement for courses which meet face-to-face do not need to complete this form.  

	Developer Information



	Name of Developer:
	     
	Campus Phone:
	

	Department of Developer:
	     
	E-mail:
	     

	Full-Time Faculty   FORMCHECKBOX 

	
	Adjunct Faculty   FORMCHECKBOX 

	

	


	Course Information



	Course Name:
	     
	Course #:
	

     


	Course offered under which department:
	     

	Is there currently an online version of this course being taught at ASU?       


	If approved, when do you plan to begin teaching this course?       



Please answer the following:

	YES
	NO
	

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the proposed course a brand new course?

	
	
	New courses must be approved by the appropriate committee before they can be added to the curriculum.

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the proposed course an online version of an existing course?

	
	
	Development of online courses must be approved be the Chair and Dean of the department and college offering the course.  Approval signatures must be included at the end of this form.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you previously taught an online course?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you ever taken an online course?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you previously taught the course you are proposing?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Is the course content favorable to online learning?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are you comfortable using the Internet and E-mail?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are you comfortable sending and receiving E-mail attachments?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are you comfortable uploading and downloading documents?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Are you familiar with discussion boards?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Do you have Internet and E-mail access at home?

	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Have you created a web page before?

	
	
	


Submit this form, proposed syllabus, signed copy of course approval documentation (for new courses added to the curriculum), and any other supporting materials to the chair of the Distance Education Committee.

	PRINT NAME
	
	SIGN NAME
	
	DATE

	
	
	
	
	

	Department Chair:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Dean:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Distance Education Committee Chair:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	RECOMMENDATION:


	
	Approved   FORMCHECKBOX 


	
	Disapproved  FORMCHECKBOX 


	

	Comments:

     


VII. DEVELOPER’S SELF-ASSESSMENT FORM
	Course Developer’s Name:
	

	Developer’s Email:
	

	Work Phone Number:
	

	College/School, Department:
	

	Course Name and Number:
	

	Credits:
	


Self-Assessment Questionnaire and Narrative

	
	Yes
	No

	Has the Best Practices document been reviewed and followed in developing this course?
	
	

	Has the developer sought appropriate mentoring?  Please list name of mentor.
	
	

	Does your syllabus meet all criteria of Section IC - Syllabus of Best Practices guidelines?  Syllabus must be included in electronic package for review.
	
	

	Does your course provide for all the criteria listed in Section IC – Course Features of Best Practices document?  Electronic package must include evidence of criteria being met.
	
	

	Please identify and describe any modifications to these requirements that you have made to your course.



	

	Please provide a self-assessment on how your course meets the Seven Principles:



	Encourages Contact Between Students and Faculty
	

	Develops Reciprocity and Cooperation Among Students
	

	Uses Active Learning Techniques
	

	Provides Prompt Feedback
	

	Emphasizes Time on Task
	

	Communicates High Expectations
	

	Respects Diverse Talents and Ways of Learning
	


Additional Questions

	How will this class be hosted online?
	

	Please describe any training or experience you have in online course distribution.
	


VIII. DISTANCE EDUCATION COURSE REVIEWER’S FORM

	Reviewer’s Name:
	

	Reviewer’s Email:
	

	Work Phone Number:
	

	College/School, Department:
	

	Course Name and Number:
	

	Faculty Developer’s Name:
	


	
	Yes
	No – Please describe

	Has the developer met the syllabus criteria outlined in Section IC – Syllabus of the Best Practice document?
	
	

	Has the developer met the course features criteria outlined in Section IC of the Best Practices document?
	
	

	Has the developer met and worked with a mentor? 


	
	

	
	
	

	The next section evaluates the course using a scale of 1-4

1= Excellent

2 = Good, needs minor modifications/clarifications, see comments

3 = Improvement necessary before approval

4 = Not applicable

	
	
	

	Course Features
	
	

	
	Rating
	Comments 

	Technical requirements for the course clearly defined.


	
	

	Brief orientation to distance education included in the materials.


	
	

	Course clearly organized.


	
	

	Student outcomes clearly labeled.


	
	

	Instructor information present and easily located.


	
	

	Grading procedures clearly described.


	
	

	All course materials clearly posted.


	
	

	Information is easily located within the course.


	
	

	Assignments clearly labeled.


	
	

	Due dates for assignments and tests clearly labeled.


	
	

	Differing types of activities


	
	

	Different types of instructional components used (streaming video, PowerPoint presentations, etc.)
	
	

	

	Seven Principles addressed:

	Encourages Contact Between Students and Faculty


	
	

	Develops Reciprocity and Cooperation Among Students


	
	

	Uses Active Learning Techniques


	
	

	Provides Prompt Feedback


	
	

	Emphasizes Time on Task


	
	

	Communicates High Expectations


	
	

	Respects Diverse Talents and Ways of Learning


	
	

	Please comment on any elements that are pertinent to your review.

	


Summary:  Overall, is this course ready to be offered?

	
	
	Yes

	
	
	

	
	
	Yes, with minor modification described below

	
	
	

	
	
	No, major revision necessary


If course modifications are needed or No, please describe problems and suggestions for improvement for developer.

	


	
	
	

	Evaluator
	
	Date


	
	
	

	Distance Education Committee Chairperson
	
	Date


IX.  DISTANCE EDUCATION COMMITTEE RULES AND OBLIGATIONS

1. The committee cannot conduct an evaluation without at least 70% of members in attendance or at least 70% of the committee comment forms returned to the chair prior to the meeting.  Both 70% of the members and/or the evaluation comment forms must be in place prior to an evaluation meeting being held.
2. If the faculty member’s course under review is a member of the evaluation committee, he or she should recuse themselves until the committee has completed the evaluation of their course.  Thereafter, the committee member whose class is under review can return to the committee to assume their responsibilities.
3. The committee secretary will act as recorder during the evaluation and will use the electronic form to record the outcomes of the committee to include noted from the consensus of the committee after individual discussions of reviewer’s notes are held.  Only the consensus notes will be recorded on the electronic form together with the decision regarding approval.
4. An alternate to the secretary will be selected in cases that the secretary is not able to attend the meeting.
5. A hard copy of the consolidated committee responses will be forwarded to the faculty member, appropriate Dean, and Vice President for Academic Affairs if the course is approved.
6. If the course is not approved, a hard copy of the consolidated committee responses will be forwarded to the faculty member, appropriate Dean, and Vice President for Academic Affairs.  The faculty member will be invited to request additional information in writing or meet with committee regarding the evaluation.

Prepared by ASU Distance Education Committee: Dr. Caterina Bristol, Dr. Doug Bristol, Mr. Cedric Davis, Dr. Janice Franklin, Ms. Pearla Griffin, Dr. Kamal Hingorani, Dr. Debra Little, Dr, Pete Macchia, Dr. Shree Singh, and Mr. Donald Woodard.  
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