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Introduction and Purpose of this Manual


This manual serves as guidance and resource for online instructors to ensure a set of standards and services to our students in their learning process. Additionally, this manual addresses the accreditation requirements regarding distance learning and electronically-mediated learning through the compilation of previously existing documents and policies formed throughout the existence of distance learning at Los Angeles Harbor College. 
Mission and Goals Statement


The mission of the Distance Learning program is to support students and faculty served by the College’s online, hybrid and web-enhanced classes. This support includes training and mentoring of faculty, setting up sites for the classes, ensuring that students are loaded into the sites and providing assistance to students who are having difficulties accessing their classes. In addition, the program is responsible for negotiating contracts with the College’s (CMS) provider and recommending policy for online distance learning as a sub-committee of the Academic Senate’s Curriculum Committee.


Our goal is to maximize online student success and to create a pedagogical environment equivalent or superior to a face-to-face learning experience.

The D/DL program:

· Maximize instructor competence and confidence in the College CMS

· Support innovation in online instruction

· Maximize online student success

The D/DL program is not responsible for the following functions:

· Scheduling online classes

· Developing online classes and programs

· Ensuring that online faculty meet minimum qualifications to teach online

· Maintain or Support instructional technology that is used on campus.

The program supports the College Institutional Student Learning Outcome (ISLO) of: Technological competency: Apply technology effectively to locate, interpret, organize, and present information.

The program supports the College Strategic Goal of: Offering innovative, state-of-the-art, and learner-centered instruction.

What does this mean to me?


This manual can help guide you through the requirements and policies at LA Harbor College, but it does not replace training or the interactive Etudes online teaching group.

Brief Portrait of LAHC Online Students

Enrollment

· Annual enrollments doubled between 2003-04 and 2007-08 from 1,512 to 3,019.

· However, this is still a small percent of all students--9% of students and 6% of all enrollments.

· Most (59.3%) are enrolled in only one online class.

· Ninety-two percent (92%) indicated the desire to take another distance education course from LAHC in the future.

Demographics

· The percent of men taking online courses is slightly higher (41.2%) compared to men taking all college courses (38.5%).

· Online-only students are more likely to be aged between 20 and 34 years than face-to-face students, but cover a wide range of ages, with 16% under 20, 37% 20-24, 30% 25-34, and 17% 35 or older.

· Whites (44.8%) are most likely to be online-only students, followed by 22.4% African Americans, 17.2% Asians, and 15.5% Hispanics. Conversely, face-to-face students consist of 43.6% Hispanic, 20.1% Asian, 17.8% White, and 14.9% African American. The local population falls somewhere in-between, with 

What does this mean to me?


Online students at LAHC will most likely be taking only one class online and may have no previous experience with Etudes or online protocol. Provide basic explanations to help students get started. Do not make assumptions about age, but address a wide age range.

Student Performance

· The completion rate of face-to-face courses was 63.5%, compared to 56.2% for online classes.

· In a recent survey, online students indicated personal problems as the main reason for dropping a course (42.9%) followed by getting behind and not being able to catch up (35.7%).

· Despite a lower completion rate, 2/3 of online students indicate they are likely to register for another online course in the future.  

· Seventy-six percent (76%) said that online courses provide the convenience they need.  

· Additionally, 56.5% are taking more classes because of a good experience with a previous distance education courses.

Workload and Educational Quality

· Eighty-eight percent (88%) claimed that distance education demands are more or about the same compared to face-to-face classes.

· Fifty percent (50%) think that the mode of instruction made their course more interesting.

· Forty-nine percent (49%) report they learned more in their distance education course than they would have learned in on-campus classes.

· Many online students (44%) said that they interacted more with their online instructor as opposed to a face-to-face instructor.

· When it came to course-related interaction, some online students (39%) engaged more with other students in an online setting than they felt they would in a face-to-face course.

Sources: LAHC 2009 Fact Book
2008-09 Distance Education Survey Results, 8/2009

2004-05 Distance Education Survey Results, 8/2009

Online Instruction, LACCD Office of Institutional Research & Information, 8/2009


Online classes have similar class sizes to face-to-face classes with a slight drop due to limitations imposed by the district AFT bargaining agreement.

Average Class Size

	Fall Semesters
	2005
	2006
	2007

	Online Classes
	37.7
	30.4
	28.2

	College Average
	32.8
	30.4
	31.2



Online program growth continues, despite recent restrictions in class size dictated by the current AFT bargaining agreement. Online course offerings reflect a wide range of disciplines within the college. For additional information, see the most recent college Factbook at http://www.lahc.edu/research/index.html
What does this mean to me?


There are specific rules about the sizes of online classes that vary from face-to-face classes in the Los Angeles Community College District. Verify the approved class size with your division chair and consult the AFT 1521 bargaining agreement found at www.AFT1521.org.

Outcomes for Students Linking to 

Institutional Student Learning Outcomes

Technological competency: Apply technology effectively to locate, interpret, organize, and present information.


Several online course offerings relate directly to this ISLO of technological competency, such as Computer Information Systems, Computer Sciences, and Library Science. However, regardless of the primary content of the course, online classes provide the opportunity for students to apply technology in order to successfully complete a course. 


Students may obtain initial assistance in navigating the course site, finding the primary resources of a course, and simple processes such as attaching files. Over the course of the online class, students increasingly maintain their interaction through appropriate application of technology as they locate, interpret, organize, and present their work. While there is some online help available to students, the successful student incorporates and builds upon his or her technological skills in an online course.

What does this mean to me?


Part of the task of any online course includes increasing student technology capabilities. Do not assume a particular level of understanding (someone may have his or her own blog, and yet be unfamiliar with how to attach a document), but after providing basic instructions, guide and expect students to increase their familiarity with technology and information systems.


From a recent statewide online student survey:

Please think about the reasons why you enrolled in the distance education course. Indicate how important each of the following factors were in explaining why you enrolled in the course. Select Very Important or Somewhat important or Not important at all for each factor.

	Item
	Very Important
	Somewhat Important
	Not Important at all

	My work schedule is heavy and a distance education course is more convenient.
	67.8%
	18.2%
	14.0%

	Personal circumstances (family, health, etc) made a distance education class more convenient.
	63.9%
	13.9%
	22.3%

	An extra course online lets me graduate sooner.
	34.9%
	24.7%
	40.4%


What does this mean to me?


Students place high priorities on their work and family (probably higher than graduating). Post schedules of due dates and expectations early and draw student attention to the timelines.

Principles of the Distance Learning Program

Principle 1.
The Los Angeles Harbor College Distance Learning Program encompasses online offerings, hybrid, or web-enhanced offerings, and follows the principles of high standards and student-focused learning.

Principle 2.
There are specific requirements stipulated by State Education Code, WASC Accreditation Requirements, and the AFT 1521 Bargaining agreement that must be followed whether they are highlighted within this document or not.

Principle 3.
Distance Learning instructors are expected to follow all good teaching practices including, but not limited to, those identified by the various agencies in Principle 2.

Principle 4.
Online instructors at LAHC are required to participate in FLEX activities, and some of those hours may be met by interacting within the LAHC Etudes support activities. These interactions within the DL Committee and within the Etudes web location are conducive to a healthy online program with active dialogues and well-informed teaching and learning.

State Education Code and WASC Accreditation Requirements


All college classes must follow California education codes (State of California, 2010). See http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=edc&codebody=&hits=20

WASC accreditation standards include specific references and requirements of Distance Learning Programs. Included in both Standard II. A. Instructional Programs, and in Standard II. B. Student Support, Distance Learning Programs are held to a standard that: “…offers high-quality instructional programs, student support services, and library and learning support services that facilitate and demonstrate the achievement of stated student learning outcomes.” (See Appendix B. WASC Standards.) 

What does this mean to me?


Distance Learning classes and instruction are held to the same standards “regardless of delivery” and must assure that student learning outcomes are communicated, assessed, and used as data for continuous improvement. Further, the D/DL classes and program perform a service to students who might otherwise be unable to attend college classes, help students improve technological communication skills, and assist the College in meeting its goals for students.


Section 508 Compliance refers to the accessibility of all course materials and media and apply to an online environment. Instructors should be familiar with Section 508 requirements and use resources inside and outside of the College to avoid violations. There is technical assistance to check for compliance at the College. Some common problems are missing alt tags for pictures, using text color to indicate differentiation, and linking to outside sites that are not Section 508 compliant (Los Angeles Harbor College Minutes, May 12, 2009). See Appendix C for documentation.

What does this mean to me? 


Affirm that links to videos and “outside” media provide closed captioning. If they do not, you must provide an equivalency in written material or other media. Violations of Section 508 are serious for the faculty, College, and students.
District Policies


There are some policies that are specific to D/DL class instructors within the district. Each campus with distance learning programs forms a distance education/learning committee. In turn, representatives from each campus form a district DE/DL committee. 

There are also contractual agreements that pertain specifically to DL faculty. For example, there is a large class size agreement for online instructors that is designed to help assure quality student education as well as recognize the considerable time and effort expected of online instructors. Much of this additional time is related to maintaining meaningful contact with students. (See expectations of instructors.)



From the bargaining agreement:

Section C. Class Size, Assignments, Load, Mileage Reimbursement and Mentoring

a. Article 12, Class Size, applies to D/DL classes. In addition, the first time a D/DL course is offered at a college, or the first time an instructor teaches a D/DL class, the maximum class size shall be 25 students, unless the assigned faculty member permits the class size to reach a maximum of 35. Thereafter D/DL class size shall not exceed 60 and D/DL faculty will be accorded the same right as in-person faculty to negotiate lower class limits with approval of their respective division chairs and Deans. In addition, D/DL faculty will have the same right as in-person faculty to permit additional students to enroll using the college’s processes for adding students. If these processes include the option for an instructor to add students to his/her closed classes prior to the first day of those classes, this option will be extended to all instructors. The class size limit of 25 for the first time applies to the registration limits so that the number of students permitted to enroll cannot exceed this limit. (Los Angeles Community College District & Los Angeles College Faculty Guild, 2008-2011)
What does this mean to me?


Please note that this agreement is not designed to allow faculty the sole responsibility of determining class size. Faculty must reach an agreement with the Division Chair regarding the maximum (and minimum) sizes of the class at registration and census. If a larger class size is negotiated, the pay schedule for oversized online classes applies.

College Policies

Essentials to Begin

Instructor Requirements


Instructors for online and hybrid courses must meet the same requirements as other instructors in their discipline in Los Angeles Community College District. In addition, they must provide evidence of completion of a training course in the college-supported class management system (CMS), and completion of a training course dealing with the pedagogy of teaching online, or the equivalency (see Appendix D) of these as determined by the instructor’s division chair in consultation with the D/DL committee (Los Angeles Harbor College Minutes, November 11, 2008).

Curriculum Requirements


Online and hybrid classes must have an approved course outline on record in addition to the traditional classes. All online offerings must be approved through the division chair as well as the Curriculum Committee and the Academic Senate. 

Designing and Setting up a Class


Designing and setting up a class is part of the CMS training and proficiency requirements. No development of a class should begin until the division chair has requested or approved said development. The best place to seek assistance for best practices is in the CMS user help webpage. Access is granted once the instructor provides evidence of meeting the CMS proficiency. New courses undergo section 508 review in the first year. Feedback is provided by the technical support who completes the review and instructors are expected to make adjustments as needed for compliance.

Frequently Asked Questions


There are many questions that beginning a new course in a new college can raise. Fortunately, online instructors have online resources. Questions focused on the course are addressed in your training and in the online CMS user website. New online faculty may request or be assigned a mentor who is familiar with the CMS used by the College. There are two online user sites. One site is maintained by the CMS providers, and the other is specific to Los Angeles Harbor College. (Note that Article 40 of the bargaining agreement (www.aft1521.org) is specific to Distributive/Distance Learning.)

Full-time Tenure Track


Faculty at each college in the district have manuals to assist in their orientation to the LACCD requirements and expectations. Reading the AFT1521 bargaining agreement will assist in your assimilation.

Adjuncts


For basic information about your rights and responsibilities in LA Harbor’s policies, consult www.aft1521.org and read the document for adjuncts called “Adjunct Survival Guide.” This guide is redone one or two times per year and contains much of the ins and outs of temporary employment in the Los Angeles Community College District.

What does this mean to me? 


Be sure that you are familiar with the rights and expectations of all faculty according to the current bargaining agreement and LACCD policy. Use the websites available and ask questions of your mentor and the websites.
Links with the College Structure

Expectations of College Support


The College maintains a working CMS through an outside agency. College server malfunctions or maintenance will not affect your online work off campus. This does, however, limit the technical assistance that is available to the CMS website and contacts. Becoming familiar with system requirements, login procedures, and limitations of the CMS allow faculty to answer many student questions. In the event of additional problems, there is an online help contact for students located on the main login page of the CMS specifically for LA Harbor College students. That help is provided by one person as part of many other ongoing duties, so students (and faculty) should not expect immediate responses. 

Expectations of Students


Attendance is tracked by interaction within discussions, quizzes, and assignments. As with all classes, appropriate attendance tracking means accurate census counts or reported. Active attendance is generally designated by at least one interaction per week. Students who do not participate regularly and do not notify the instructor of participation problems must be dropped from the class for inactivity. “No shows” in online instruction must be excluded at census. While it is an expectation for students to participate, it is also useful for instructors to notify students of attendance policies in their syllabi.

Expectations of Instructors 



Continuing Education. Keeping up to date on the CMS platform and college information is the responsibility of each instructor. There are FLEX activities and informational announcements regularly through college email. Faculty should also visit the Etudes user page on a frequent basis. Generally, an announcement is sent to emails when substantial information or features are changed, but discussions between colleagues on this page can also yield a great deal of help. See the bargaining contract at www.aft1521.org for details of continuing education faculty requirements.


Participating in committees (The D/DL Committee), program review, and SLO assessment. All faculty must participate in SLO assessment according to the bargaining contract. Full-time faculty must participate in program review and may choose the D/DL committee to meet committee obligations. Adjuncts are also welcome in committees. (See the bargaining contract for clarification regarding ancillary pay approval for program review and committee involvement.)

Evaluations. All faculty are evaluated on a regular basis. Review the bargaining agreement (Article 19) and the evaluation form in Appendix E of the bargaining agreement to understand the items that are required for acceptable evaluations. (See www.aft1521.org).


Attendance and class activity. Los Angeles Community College District has a policy of weekly interaction on the part of instructors. If you are unable to interact for more than one week of the semester, you must take that time as sick or vacation leave. Forms for reporting those absences are available online. (See Appendix A for the LACCD Absence Policy.) Complaints about instructor absence or unavailability will be reflected in instructor evaluations.

Glossary (Terminology)

CMS; Course management system. Refers to the web-based platform of the course. (e.g. Blackboard, Web-CT, Etudes)

Course outline of record; Course outlines follow a specific format and are available through the division chair, online records of the Curriculum Committee, and online through the district. When teaching a class, you must include student learning outcomes that match the course outline of record.

Section 508; Accessibility federal requirements.

APPENDIX A. LACCD Online Absentee Policy
1. Title V - 55376. Instructor Contact. 
. . . district governing boards shall ensure that: 
(a) 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. 
(b) All distance education courses shall be delivered consistent with guidelines issued by the Chancellor pursuant to Section 409 of the Procedures and Standing Orders of the Board of Governors. Regular effective contact is an academic and professional matter pursuant to Title 5 '53200.  
2. Absence of regular meaningful contact can be considered an "absence." Definition is valid for both students and faculty.
3. Meaningful regular contact may include, but is not limited to the following examples done at least once a week for a full semester class or within 48 hours for a short-term class: 
· submitting/grading assignments (students/faculty) 
· participating in discussions (students & faculty) 
· responding to emails / phone calls (students & faculty) 
· attendance at scheduled chats (students & faculty) 
· adherence to scheduled events in the syllabus (students & faculty) 
· logging into the virtual classroom, reviewing messages and responding to messages (students & faculty)
· Web conferences or other live events scheduled for the class (students & faculty)
· On-campus events or other locations where instructor and students meet for class; i.e. museum, observatory, etc. (students & faculty)
4. When students complain of lack of contact / response from instructor, the Division Chair or Department Head needs to be notified and he/she needs to investigate the situation. The instructor can be asked to provide documentation of instructor/student interaction to determine the amount, the regularity, and the type of meaningful contact that took place.
5. It is recommended that the Distance Education (DE) instructor define in his/her syllabus what constitutes an “absence” in the class and the policy for being dropped due to absences. When a student has multiple absences, the instructor can drop the student from the class in the same way the student would be dropped from a class that meets on campus due to excessive absences.
6.
Multiple complaints regarding lack of regular meaningful contact should be forwarded to the appropriate Division Chair or Department Head. If there is substantial evidence of multiple “absences” and lack of meaningful contact, the instructor can be removed from the list of approved distance education instructors. 
APPENDIX B: WASC Standards 

(Specifically Mentioning D/DL)

Policies Referenced in the Standards

Policy on Distance Learning, Including Electronically-Mediated Learning p. 29

Standard II: Student Learning Programs and Services

The institution offers high-quality instructional programs, student support services, and library and learning support services that facilitate and demonstrate the achievement of stated student learning outcomes. The institution provides an environment that supports learning, enhances student understanding and appreciation of diversity, and encourages personal and civic responsibility as well as intellectual, aesthetic, and personal development for all of its students.

A. Instructional Programs

The institution offers high-quality instructional programs in recognized and emerging fields of study that culminate in identified student outcomes leading to degrees, certificates, employment, or transfer to other higher education institutions or programs consistent with its mission. Instructional programs are systematically assessed in order to assure currency, improve teaching and learning strategies, and achieve stated student learning outcomes. The provisions of this standard are broadly applicable to all instructional activities offered in the name of the institution.

Standard II: Student Learning Programs and Services

B. Student Support Services

The institution recruits and admits diverse students who are able to benefit from its programs, consistent with its mission. Student support services address the identified needs of students and enhance a supportive learning environment. The entire student pathway through the institutional experience is characterized by a concern for student access, progress, learning, and success. The institution systematically assesses student support services using student learning outcomes, faculty and staff input, and other appropriate measures in order to improve the effectiveness of these services.

APPENDIX C. 

Distance Education: Access Guidelines for Students with Disabilities

Excerpts related to online classes

August 1999

Chancellor’s Office California Community Colleges

Distance Education: Access Guidelines for Students with Disabilities 
August 1999

Developed By: 
The High Tech Center Training Unit 
In Collaboration with the 
Distance Education Accessibility Workgroup Chancellor’s Office California Community Colleges



Legal Requirements 

Both state and federal law require community colleges to operate all programs and activities in a manner which is accessible to students with disabilities. Accordingly, as the system develops its capacity for creation of technology based instructional resources and the delivery of distance learning; it must proceed with the needs of all students in mind, including the unique needs of students with disabilities. 

At the federal level, requirements for access for persons with disabilities were first imposed on recipients of federal funding by Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794) and its accompanying regulations set forth at 34 C.F.R. 104. Similar requirements were later imposed on all public entities, regardless of whether or not they receive federal funding, by the Americans with Disabilities Act (42 U.S.C. Sec. 12100 et seq) and the regulations implementing Title II of the ADA which appear at 28 C.F.R. 35. 

In particular, the Section 504 regulations and the regulations implementing Title II of the ADA contain nearly identical provisions stating that recipients of federal funds and public entities in providing any aid, benefit or service, may not afford a qualified individual with a disability an opportunity to participate that is not as effective as that provided to others. (See 34 C.F.R. 104.4 (b)(1) (iii) and 28 C.F.R. 35.130(b) (1) (iii)). Title II recognizes the special importance of communication, which includes access to information, in its implementing regulation at 28 C.F.R. 35.160 (a). The regulation requires that a public entity, such as a community college, take appropriate steps to ensure that communications with persons with disabilities are as effective as communications with others. 

The United States Department of Education, Office for Civil Rights (OCR) is responsible for ensuring that all educational institutions comply with the requirements of all federal civil rights laws, including Section 504 and Title II of the ADA. As a result, the opinions of OCR are generally accorded considerable weight by the courts in interpreting the requirements of these laws. OCR has had occasion to issue several opinions applying the requirements of the Section 504 and ADA 
regulations to situations involving access to distance education and/or computer-based instruction. In responding to a complaint by a student with a disability alleging that a university had not provided access to the Internet, OCR noted that:

[T]he issue is not whether the student with the disability is merely provided access, but the issue is rather the extent to which the communication is actually as effective as that provided to others. Title II [of the Americans with Disabilities Act of 1990] also strongly affirms the important role that computer technology is expected to play as an auxiliary aid by which communication is made effective for persons with disabilities. (OCR Docket No. 09-95-2206, January 25, 1996)

Adding additional clarity to the meaning of "effective communication," OCR has held that the three basic components of effective communication are: "timeliness of delivery, accuracy of the translation, and provision in a manner and medium appropriate to the significance of the message and the abilities of the individual with the disability." 

(OCR Docket No. 09-97-2145, January 9, 1998)

OCR also points out that the courts have held that a public entity violates its obligations under the ADA when it only responds on an ad-hoc basis to individual requests for accommodation. There is an affirmative duty to develop a comprehensive policy in advance of any request for auxiliary aids or services.

Finally, in considering the magnitude and responsibility of this task, OCR states:

[T]he magnitude of the task public entities now face in developing systems for becoming accessible to individuals with disabilities, especially with respect to making printed materials accessible to persons with visual impairments, is comparable to the task previously undertaken in developing a process by which buildings were to be brought up to specific architectural standards for access. Buildings in existence at the time the new architectural standards were promulgated are governed by "program access" standards. However, buildings erected after the enactment of the new architectural standards are strictly held to the new standards on the premise that the builder is onnotice that such standards apply. One who builds in disregard of those standards is ordinarily liable for the subsequent high cost of retrofitting. 

Similarly, from the date of the enactment of Title II onwards, when making purchases and when designing its resources, a public entity is expected to take into account its legal obligation to provide communication to persons with disabilities that is "as effective as" communication provided to non-disabled persons. At a minimum, a public entity has a duty to solve barriers to information access that the public entity’s purchasing choices create, particularly with regard to materials that with minimal thought and cost may be acquired in a manner facilitating provision in alternative formats. When a public institution selects software programs and/or hardware equipment that are not adaptable for access by persons with disabilities, the subsequent substantial expense of providing access is not generally regarded as an undue burden when such cost could have been significantly reduced by considering the issue of accessibility at the time of the initial selection. (OCR Docket No. 09-97-2002, April 7, 1997)

There are also state laws and regulations which require community colleges to make their distance education offerings accessible to students with disabilities.

Government Code Section 11135 et seq. prohibits discrimination on various grounds, including mental or physical disability, by entities receiving funding from the State of California. The Board of Governors has adopted regulations at Title 5, California Code of Regulations, Section 59300 et seq. to implement these requirements with respect to funds received by community college districts from the Board of Governors or Chancellor’s Office. These regulations require community college districts and the Chancellor’s Office to investigate and attempt to resolve discrimination complaints filed by students or employees.

In addition, the Board of Governors has adopted Title 5 regulations setting forth the general requirements applicable to all independent study (Sections 55300 et seq.) and those requirements specific to distance education courses (Sections 5370 et seq.). Section 55370 expressly states that the requirements of the Americans with Disabilities Act are applicable to distance education courses. 

The remainder of this document sets forth guidelines developed by the Chancellor’s Office to address specific issues community college districts will face in meeting their legal obligation to make distance education courses accessible to students with disabilities. These guidelines are not legally binding on districts, but the Chancellor’s Office will apply these guidelines in determining whether a district has met its obligations under Title 5, Section 55370 and 59300 et seq. Districts which follow these guidelines will generally be regarded as having met those obligations. Districts which do not follow these guidelines will bear the burden of demonstrating that they have achieved compliance with their legal obligation to provide access to distance education for students with disabilities by other means.



Basic Requirements for Providing Access

The following are general principles that should be followed in ensuring that distance education courses are accessible to students with disabilities. They represent the general concepts of the ADA and its regulations but do not provide a detailed legal analysis of the ADA requirements. Persons utilizing this document who are unfamiliar with the ADA may wish to consult the campus ADA Coordinator or DSP&S Coordinator for further interpretation. In the remainder of this document, specific guidelines will be provided for resolving access issues with respect to particular delivery modes commonly used in distance education. 

1. One of the primary concepts of distance education is to offer students "Learning anytime, anywhere." Therefore, all distance education resources must be designed to afford students with disabilities maximum opportunity to access distance education resources "anytime, anywhere" without the need for outside assistance (i.e. sign language interpreters, aides, etc.). 

2. Distance education resources must be designed to provide "built-in" accommodation where possible (i.e. closed captioning, descriptive narration) and/or interface design/content layout which is accessible to "industry standard" assistive computer technology in common use by persons with disabilities. 

3. Whenever possible, information should be provided in the alternative format preferred by the student (i.e. sign language interpreter, closed captioning, descriptive narration, Braille, audio tape, large print, electronic text). When choosing between possible alternative formats or methods of delivery, consideration should be given to the fact that methods which are adequate for short, simple or less important communications may not be equally effective or appropriate for longer, more complex, or more critical material (Example: Use of a telephone relay service may be an acceptable method for a faculty member to respond to a brief question from a deaf student during his/her office hours, but probably would not be appropriate as a means of permitting that same student to participate in a class discussions in a course conducted by teleconference.) Issues concerning accommodation should be resolved through appropriate campus procedures as defined under Title 5, Section 56027.

4. Adoption of access solutions which include assigning assistants (i.e. sign language interpreters, readers) to work with an individual student to provide access to distance education resources should only be considered as a last resort when all efforts to enhance the native accessibility of the course material have failed.

5. Access to distance education courses, resources and materials include the audio, video and text components of courses or communication delivered via satellite, Instructional Television Fixed Services (ITFS), cable, compressed video, Local Area Network/Wide Area Network (LAN/WAN networks), Internet, telephone or any other form of electronic transmission. Access to resources and materials include the audio, video, multimedia and text components of Web sites, electronic chat rooms, e-mail, instructional software, CDROM, DVD, laser disc, video tape, audio tape, electronic text and print materials. Where access to Web sites not controlled by the college is required or realistically necessary to completion of a course, the college must take steps to ensure that such sites are accessible or provide the same material by another means that is accessible. 

6. Distance education courses, resources and materials must be designed and delivered in such a way that the level of communication and course taking experience is the same for students with or without disabilities.

7. After the adoption date of these guidelines, any distance education courses, resources or materials purchased or leased from a third-party provider or created or substantially modified "in-house" must be accessible to students with disabilities unless doing so would fundamentally alter the nature of the instructional activity or result in undue financial and administrative burdens on the district. 

8. Colleges are encouraged to review all existing distance education curriculum, materials and resources as quickly as possible and make necessary modifications to ensure access for students with disabilities. At a minimum, the Chancellor’s Office will expect that the curriculum for each distance education course and its associated materials and resources will be reviewed and revised as necessary when the course undergoes curriculum review pursuant to Title 5, Sections 55002 and 55378, every six years as part of the accreditation process. In the event that a student with a disability enrolls in an existing distance education course before this review is completed, the college will be responsible for acting in a timely manner to making any requested modifications to the curriculum, materials or resources used in the course, unless doing so would fundamentally alter the nature of the instructional activity or result in undue financial and administrative burdens on the district.

9. In the event that a discrimination complaint is filed alleging that a college has selected software and/or hardware that is not accessible for persons with disabilities, the Chancellor’s Office and the U.S. Department of Education , Office for Civil Rights will not generally accept a claim of undue burden based on the subsequent substantial expense of providing access, when such costs could have been significantly reduced by considering the issue of accessibility at the time of initial selection. 

10. In all cases, even where the college can demonstrate that a requested accommodation would involve a fundamental alteration in the nature of the instructional activity or would impose an undue financial and administrative burden, it must nevertheless provide an alternative accommodation which is equally effective for the student if such an accommodation is available. 

11. Ensuring that distance education courses, materials and resources are accessible to students with disabilities is a shared college responsibility. All college administrators, faculty and staff who are involved in the use of this instructional mode share this obligation. The Chancellor’s Office will make every effort to provide technical support and training for faculty and staff involved in the creation of accessible distance education courses, resources and materials through: campus representative(s) to the California Virtual University (CVU) Regional Distance Education Center, staff from the local Regional Distance Education Center(s), campus High Tech Center staff and High Tech Center Training Unit staff.



Access Guidelines for Specific Modes of Distance Education Instructional Delivery

5. World Wide Web 
The Web is rapidly becoming one of the most widely used media for delivery of distance education. The relatively low cost of delivery, ease of resource development and wide availability of student access make it an ideal instructional delivery resource. Although presently constrained by bandwidth considerations, the Web is fully capable of delivering a variety of multimedia and interactive instructional resources including audio, video and real-time chat services. 

Delivery Medium - World Wide Web 

Access Issue 

Students who are blind will be unable to access graphic images, text formatted in complex ways, Java applets and video clips. Students who are deaf or hard-of-hearing will not be able to hear the auditory content of the Web site. Some students with severe learning disabilities may be unable to process large amounts of text information without the use of assistive technologies. In addition, documents created using Adobe Portable Document Format (PDF) are difficult, if not impossible, to read using screen readers and/or refreshable braille displays. Thus, if materials are provided on a website in PDF format, an alternative version should also be available in plain text or HTML format. Of course, this is only feasible for textual information and would not apply to materials, or portions of materials, that are inherently graphic in nature such as pictures, graphs and maps. 

Remedies

A comprehensive set of guidelines for meeting the Web access needs of persons with disabilities have been developed by the Web Accessibility Initiative (WAI) (http://www.w3.org/WAI/) as a working group of the World Wide Web Consortium (W3C).

Analysis:

The intent of these guidelines is to foster the creation of Web sites which provide equal access to information when viewed using typical, industry standard assistive computer technologies in wide use today by students with disabilities. Over the past two years, the international body of the World Wide Web Consortium (W3C) has sponsored the work of the Web Accessibility Initiative (WAI) in developing a set of international access guidelines for the Web. Although the WAI guidelines remain in draft format, they satisfy the access requirements identified under Title II of the Americans with Disabilities Act (ADA). In order to resolve compliance issues raised by OCR and to comply with Title II of the ADA, these guidelines have been adopted by the California Community Colleges Chancellor’s Office. They apply to use of Web based instructional resources created by the college or other Web-based resources students are required to use for course completion. They will be reviewed/modified as necessitated by future revisions of the WAI guidelines by W3C. 

The WAI guidelines excerpted below fall into three priority levels: 

Priority 1 

This guideline must be followed by an author, or one or more groups of users will find it impossible to access information in the document. Implementing this guideline is a basic requirement for some groups to be able to use Web documents.

· Provide alternative text for images, applets, and image maps. 

· Provide descriptions for important graphics, scripts, or applets if they are not fully described through alternative text or in the document’s content. 

· Provide textual equivalents for audio information (captioning). 

· Provide verbal descriptions of moving visual information in both auditory and text form. 

· Ensure that text and graphics are perceivable and understandable when viewed without color. 

· Ensure that moving, blinking, scrolling, or auto-updating objects or pages may be paused or frozen. 

· Ensure that pages using newer HTML features (i.e. style sheets, forms, tables) will transform gracefully into an accessible form. 

· Use features that enable activation of page elements via input devices other than a pointing device (e.g., via keyboard, voice, etc.). 

· For frames, provide sufficient information to determine the purpose of the frames and how they relate to each other. 
Ensure that tables (not used for layout) have necessary markup to be properlyrestructured or presented by accessible browsers and other user agents. 

· Only use technologies defined in a W3C specification and use them in an accessible manner. Where not possible, provide an accessible alternative page that does. 

Priority 2

This guideline should be followed by an author, or one or more groups of users will find it difficult to access information in the document. Implementing this guideline will significantly improve access to Web documents. 

· Indicate structure with structural elements, and control presentation with presentation 
elements and style sheets. 

· Provide supplemental information needed to pronounce or interpret abbreviated orforeign text. 

· Elements that contain their own user interface should have accessibility built in. 

· Use interim accessibility solutions so that assistive technologies and older browsers will operate correctly. 

· Group controls, selections, and labels into semantic units. 

· Wherever possible, create good link phrases. 

Priority 3 

This guideline may be followed by an author to make it easier for one or more groups of users to access information in the document. Implementing this guideline will improve access to Web documents. 

· Provide mechanisms that facilitate navigation within your site. 

· Create a single downloadable file for documents that exist as a series of separate pages. 

Complete text of the WAI accessibility guidelines as well as useful tutorials and extensive technical support can be found at: http://www.w3.org/WAI/
Additionally, a fully automated Web accessibility evaluation tool called BOBBY is available for use by California community colleges. BOBBY will evaluate a local Website incorporating the current WAI guidelines in its Website accessibility analysis 
and provide a detailed report of accessibility problems and recommended changes arranged by priority of importance.

It is required that all California community college instructional Web sites created or substantially modified after adoption of these guidelines be Priority 1 compliant. It is strongly recommended that all California community college instructional Web sites created or substantially modified after adoption of these guidelines be Priority 2 compliant.
BOBBY can be found at: http://www.bobby.watchfire.com/ 

Please see Appendix IV for supplemental information about development of accessible Web pages.



Appendix IV 

WAI Guidelines for Accessible Web Site Design 

(http://www.w3.org/WAI/) 

A. Transform Gracefully 

Make sure pages transform gracefully across users, techniques, and situations. To "transform gracefully" means that a page remains usable despite user, technological, or situational constraints. In order to use the page at all, some users may need to "turn off" features specified by the author (font size, color combinations, etc.). For example, a person with low vision might need to display all text in 36-point font, so any formatting based on an author- determined font size will fall apart. To create documents that transform gracefully, authors should: 

Ensure that all the information on the page may be perceived entirely visually and entirely through auditory means, and that all information is also available in text. 

Always separate the content on your site (what you say), and the way you choose to structure that content (how you organize it), from the way the content and structure are presented (how you want people to "see" it). 

Ensure that pages will be operable on various types of hardware, including devices without mice, with small, low resolution, or black and white screens, with only voice or text output, without screens, etc. 

Guidelines A.1—A.12 address these issues. 

A.1. Provide alternative text for all images, applets, and image maps [Priority 1] This includes images used as submit buttons, bullets in lists, and all of the links within an image map as well as invisible images used to layout a page. Alternative text does not describe the visual appearance of an image, applet, or image map. Rather, it is used to represent the function that the image, applet, or image map performs whether it be decorative, informative, or for purposes of layout. If alternative text is not provided, users who are blind, have low vision, or any user who cannot or has chosen not to view graphics will not know the purpose of the visual components on the page. Since "bare" ASCII art (characters that form images) does not allow alt-text, it must be marked up especially for this purpose. 

Techniques: 

· For all images (IMG) provide alt-text (via the "alt" attribute).[Priority 1]. Note: This includes images used as image maps, spacers, bullets in lists, and links. For all applets (APPLET) provide alt-text (via the "alt" attribute) and content [Priority 1]. 

· For all image map links (AREA) Provide alt-text (via the "alt" attribute) [Priority 1]. Also provide redundant links [Priority 2]. 

· If server-side image maps must be used, provide text links for each hotspot in the image map [Priority 1]. 

· For all graphical buttons (INPUT type="image"), 1. Provide alt-text (via the "alt" attribute) [Priority 1], 2. Do not use an image map to create a set of buttons in a form. Instead, use separate buttons or images (accompanied by alt-text) [Priority 2]. 

· Replace ASCII art with an image and alt-text [Priority 1 or 2 depending on the importance of the information (e.g., an important chart)]. Note: If the description of (important) ASCII art is long, provide a description in addition to alt-text (see A.2). If OBJECT is used to incorporate an image, applet, or script into a page, use any of the many ways to convey that information in cases where the OBJECT cannot be perceived (e.g., with "title" or within the body of the OBJECT element) [Priority 1]. 

A.2. Provide descriptions for important graphics, scripts, or applets if they are not fully described through alternative text or in the document’s content [Priority 1] Otherwise, important information presented graphically (charts, billboards, diagrams) will not be perceivable to people with blindness, some people with low vision, and users who have chosen not to view graphics, scripts, or applets or whose browser does not support scripts or applets. 

Techniques: 

· Provide a long description of all graphics that convey important information. To do so: Use "longdesc" [Priority 1]. Until most browsers support "longdesc", also use a d-link (or invisible d-link) [Priority 1]. 

· If OBJECT is used to incorporate an image, applet, or script into a page, and it presents important information, use any of the many ways to provide a long description of the information in cases where the OBJECT cannot be perceived (e.g., within the body of the OBJECT element) [Priority 1]. 

A.3. Provide textual equivalents (captions) for all audio information [Priority 1] If the audio is associated with a visual presentation (movie or animation), synchronize the textual equivalents with the visual presentation. Otherwise, users who are deaf, or hard of hearing, or any user who cannot or has chosen not to hear sound cannot perceive the information presented 
through speech, sound effects, music, etc. 

Techniques: 

· For stand-alone audio files provide a textual transcript of all words spoken or sung as well as all significant sounds [Priority 1]. 

· For audio associated with video, provide a textual transcript (of dialog and sounds) synchronized with the video (e.g., captions) [Priority 1]. 

· Where sounds are played automatically, provide visual notification and transcripts [Priority 1 or 2 depending on the importance of the sound]. 

A.4. Provide verbal descriptions of moving visual information in both auditory and text form (for movies, animations, etc.) [Priority 1] If the visual presentation is associated with an auditory presentation (e.g., for a movie), synchronize the audio version of the descriptions with the existing auditory presentation and collate the text version of the descriptions with the text transcript (captions) of the primary audio track. Otherwise, if actions, body language, or other visual cues present information that is not 
expressed through auditory means as well (through dialogue, sound effects, etc.), users who cannot see (or look at) the page will not be able to perceive it. The collated text version allows access to the information by devices that do not play movies and by people who are deaf-blind. 

Techniques: 

· For short animations such as animated "gifs" images, provide alt-text (see A.1) and a long description (see A.2) if needed [Priority 1]. For movies, provide auditory descriptions that are synchronized with the original audio [Priority 1]. 

· Provide a text version of the auditory description that is collated with the text transcript (captions) of the primary audio track [Priority 2]. 

A.5. Ensure that text and graphics are perceivable and understandable when viewed without color [Priority 1] Otherwise, if color is used to convey information, users who cannot differentiate between certain colors (and users with devices that have non-color or non-visual displays) will not receive the information. When foreground and background colors are too close to the same hue, they may not provide sufficient contrast when viewed using monochrome displays or by people with different types of color blindness. 

Techniques: 

· Don’t use color to convey information unless the information is also clear from the markup and/or text [Priority 1]. 

· Use foreground and background color combinations that provide sufficient contrast when viewed by someone with color blindness or when viewed on a black and white screen [Priority 1]. 

A.6. Indicate structure with structural elements, and control presentation with presentation elements and style sheets [Priority 2] When structural elements and attributes are used to create presentation effects, user agents that allow users to navigate through the structure will be unable to do so properly. Such practices also make it difficult to render the page on other media and devices. For instance, don’t use H1 to create large, bold face text unless that text is actually a top-level heading. 

Techniques: 

· Nest headings properly (H1—H6) [Priority 2]. 

· Encode list structure and list items properly (UL, OL, DL, LI) [Priority 2]. 

· Mark up quotations with the Q and BLOCKQUOTE elements. Do not use them for formatting effects such as indentation [Priority 2]. 

· Use style sheets to control layout and presentation wherever possible as soon as a majority of browsers in use support them well (see A.9). Until then, simple tables (to control layout) and bitmap text with alt-text (for special text effects) may be used, with alternative pages used as necessary to ensure that the information on the page is accessible [Priority 2]. 

· Use relative sizing and positioning (e.g., percent) rather than absolute (e.g., pixels or point) [Priority 2]. 

A.7. Ensure that moving, blinking, scrolling, or auto-updating objects or pages may be paused or frozen [Priority 1] This is particularly important for objects that contain text and does not apply to instant redirection. Some people with cognitive limitations or visual disabilities are unable to read moving text quickly enough or at all. Movement can also cause such a distraction that the rest of the page becomes unreadable for people with cognitive disabilities. Screen readers are unable to 
read moving text. People with physical disabilities might not be able to move quickly or accurately enough to interact with moving objects. People with photosensitive epilepsy can have seizures triggered by flickering or flashing in the 4 to 59 flashes per second (Hertz) range with a peak sensitivity at 20 flashes per second. 

Techniques: 

· Movement should be avoided when possible, but if it must be used, provide a mechanism to allow users to freeze motion or updates in applets and scripts or use style sheets and scripting to create movement (see also A.10) [Priority 2]. 

· For auto-refreshing or timed response pages, provide a second copy of the page where refresh only happens after a link has been selected (until user agents provide this ability themselves) [Priority 1]. 

· Avoid any blinking or updating of the screen that causes flicker [Priority 1]. 

A.8. Provide supplemental information needed to pronounce or interpret abbreviated or foreign text [Priority 2] Unless changes between multiple languages on the same page are identified, and expansions for abbreviations and acronyms are provided, they may be indecipherable when spoken or Brailled. 

Techniques: 

· Use the "lang" attribute to clearly identify changes in the language of text [Priority 2]. 

· For abbreviations and acronyms use either ABBR or ACRONYM with the "title" attribute to specify the expansion [Priority 2]. 

A.9. Ensure that pages using newer W3C features (technologies) will transform gracefully into an accessible form if the feature is not supported or is turned off [Priority 1] Some more recent features that are not completely backwards compatible include frames, scripts, style sheets, and applets. Each release of HTML has included new language features. For example, HTML 4.0 added the ability to attach style sheets to a page and to embed scripts and applets into a page. Older browsers ignore new features and some users configure their browser not to make use of new features. These users often see nothing more than a blank page or an unusable page when new features do not transform gracefully. For example, if you specify an image as the source of a frame (via the "src" attribute), then there is no simple way to attach alt text (see A.1) to that image. 

Techniques: 

· Frames: 

1. Provide a fallback page for pages that contain frames (e.g., by using NOFRAME) [Priority 1], 

2. Ensure that the source of each frame is an HTML file [Priority 1]. 

· For scripts that present critical information or functions, provide an alternative, equivalent presentation or mechanism (e.g., by using NOSCRIPT) [Priority 1]. 

· For pages that use style sheets, ensure that the contents of each page are ordered and structured so that they read appropriately without the style sheet [Priority 1]. 

· Applets: (embedded using OBJECT or APPLET). At a minimum, provide alternative text for applets (see also A.1.2) [Priority 1] where needed, provide a description [Priority 1]. 

· If possible, provide an alternative function or presentation in a format other than an applet. For example, a canned "mpeg" movie of a physics simulation (written in Java) or a single frame of the animation 
saved as a "gif" image [Priority 2]. 

A.10. Elements that contain their own user interface should have accessibility built in [Priority 2] The accessibility of objects with their own interface is independent of the accessibility of the user agent. Accessibility must therefore be built into the objects or an alternative must be provided (see A.11.4). 

Technique: 

· Where possible make applets directly accessible (see also A.9.4) [Priority 1 if information or functionality is important, and not presented elsewhere, otherwise Priority 2]. 

A.11. Use features that enable activation of page elements via input devices other than a pointing device (e.g., via keyboard, voice, etc.) [Priority 1] Someone who is using the page without sight, with voice input, or with a keyboard (or input device other than a pointing device, e.g., a mouse or Braille display) will have a difficult time navigating a page if operation requires a pointing device. If a page is usable via a keyboard, it is more likely that it should also be operable via speech input, or a command line interface. Access to image maps is impossible for these users if alternatives are not provided. 

Techniques: 

· For image maps, provide alternative text for links (see also A.1) [Priority 1]. 

· If possible, ensure that all elements that have their own interface are keyboard operable (see also A.11) [Priority 2]. 

· Create a logical tab order through links, form controls, and objects (via the "tabindex" attribute or through logical page design) [Priority 3]. 

· Provide keyboard shortcuts (via the "accesskey" attribute) to links (including those in client-side image maps), form controls, and groups of form controls) [Priority 3]. 

A.12. Use interim accessibility solutions so that assistive technologies and older browsers will operate correctly [Priority 2] Older browsers are unable to "Tab" to edit boxes, text areas and lists of consecutive links, making it difficult to impossible for users to access them. Users not operating in a graphical environment are disoriented by being transferred to a new window without warning. 

Techniques: 

· Until most users are able to secure newer technologies that address these issues: Include default, place-holding characters in edit boxes and text areas [Priority 3]. 

· Include non-link, printable characters (surrounded by spaces) between links that occur consecutively [Priority 3]. 

· Do not use pop-up windows, new windows, or change active window unless the user is aware that this is happening [Priority 2]. 

· For all form controls with labels, ensure that the label that is either: immediately following its control on the same line (allowing more than one control/label per line) [Priority 2] or on the line before the control (with only one label and one control per line) [Priority 2]. 

· Until user agents and screen readers are able to handle text presented side-by-side, all tables that lay out text in parallel, word-wrapped columns require a linear text alternative (on the current page or some other) [Priority 2]. 

B. Context and Orientation 

Provide context and orientation information for complex pages or elements. To provide context and orientation information means that additional information is provided to help users gain an understanding of the "big picture" presented by a page, table, frame, or form. Oftentimes users are limited to viewing only a portion of a page, either because they are accessing the page one word at a time (speech synthesis or Braille display), or one section at a time (small display, or a magnified display). To create documents that provide context and orientation information, authors should: 

· Structure and group information. 

· Clearly label the structure and groups. 

Guidelines B.1—B.3 address these issues. 

B.1. For frames, provide sufficient information to determine the purpose of the frames and how they relate to each other [Priority 1] Users with blindness and low vision often access the screen with "tunnel vision" and are unable to get an overview understanding of the page. Complex relationships between frames may also be difficult for people with cognitive disabilities to use. 

Techniques: 

· Provide titles for frames (via the "title" attribute on FRAME) so that users can keep track of frames by name [Priority 1]. 

· Use "longdesc" (where needed) to associate a more complete description (than is provided by the title) directly with the frame. Until "longdesc" is widely supported, also use a d-link or invisible d-link [Priority 2]. 

B.2. Group controls, selections, and labels into semantic units [Priority 2] This provides contextual information about the relationship between controls, which is useful for all users.

Techniques: 

· Group form controls (using the FIELDSET and LEGEND elements) [Priority 2 for radio buttons and checkboxes, Priority 3 for other controls]. 

· Associate labels to their controls (using LABEL and its "for" attribute) [Priority 2]. 

· Create a hierarchy of long lists of choices (with OPTGROUP) [Priority 2]. 

B.3. Ensure that tables (not used for layout) have necessary markup to be properly restructured or presented by accessible browsers and other user agents [Priority 1] 

Many user agents restructure tables to present them. Without appropriate markup, the tables will not make sense when restructured. Tables also present special problems to users of screen readers. These guidelines benefit users that are accessing the table through auditory means (e.g., an Automobile PC which operates by speech input and output) or viewing only a portion of the page at a time (e.g., users with blindness or low vision using speech or a Braille display, or other users of devices with small displays, etc.). 

Techniques: 

· Provide summaries for tables (via the "summary" attribute on TABLE) [Priority 3]. 

· Identify headers for rows and columns (TD and TH) [Priority 2]. 

· Where tables have structural divisions beyond those implicit in the rows and columns, use appropriate markup to identify those divisions (THEAD, TFOOT, TBODY, COLGROUP, the "axis" and "scope" attributes, etc.) [Priority 2]. 

· Provide abbreviations for header labels (via the "abbr" attribute on TH) [Priority 3]. 

B.4. Wherever possible, create "good" link phrases [Priority 2] "Good" link phrases: do not repeat on a page, are meaningful when read out of context, are terse "Auditory users," people who are blind, have difficulty seeing, or who are using devices with 
small or no displays are unable to scan the page quickly with their eyes and often use a list of links to get an overview of a page or to quickly find a link. When links are not descriptive enough, do not make sense when read out of context, or are not unique, the auditory user must stop to read the text surrounding each link to identify it. 

Wherever possible: 

· If more than one link shares the same textual phrase, all those links should point to the same resource [Priority 2]. 

· Avoid phrases that are not meaningful on their own such as "click here" [Priority 2]. 

· Avoid creating link phrases that contain full sentences [Priority 2]. 
APPENDIX D. Proficiency Equivalency Guidelines


From D/DL Committee Minutes of November 11, 2008:

Note: A list of equivalencies will be developed by the D/DL Committee and made available to division chairs. 

APPENDIX E. Faculty Evaluation Forms

(See Article 19: Evaluation of the AFT 1521 bargaining agreement.

And Appendix C. Section III: Student evaluation of online instructor.)

Questions include:

1. The instructor clearly defined the course requirements and posted them on the web. 
2. A syllabus, which clearly outlined the course objectives and grading criteria, and was posted on the web by the first week of the term.

3. The instructor’s web site is well prepared and organized. 
4. The online instruction related to the course objectives. 
5. I now feel able to communicate course material to others. 
6. The instructor regularly informs me of my grades and provides feedback on my performance. 
7. The instructor responds to email in a timely manner. 
8. The instructor interacts with students in ways that are free of discrimination. 
9. I would recommend this instructor to others. 
10. The instructor motivates me and encourages my interest in the subject. 
11. The instructor creates an environment in which it is safe to seek help, ask questions, or express opinions, which differ from those of the faculty member.

12. The instructor is knowledgeable in the subject area. 
13. The instructor points out where the course material is relevant to daily life. 
14. The instructor treats students with respect.
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� Although whether this difference is related primarily to the difficulty of timely exclusion of inactive online students compared to face-to-face classes, remains to be clarified.
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