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SDCCD Online Learning Pathways Online Course and Teaching Guide
1.      Faculty

a.      Official employment with the District

b.      Skills in Blackboard course development and management

c.      Skills in online pedagogy 

2.      Course

a.      Approvals from academic dean and chair

b.      District approval as a Distance Education course

1.  Faculty
a.  Recommended: Documented Blackboard Skills 

You will need expertise in using Blackboard, the course development and delivery system used by the San Diego Community College District. In order to document your Blackboard course development and course management skills, you can attend the District’s Blackboard training or successfully complete the Blackboard Proficiency Checklist.  The complete Proficiency Checklist is posted to http://www.sdccdonline.net/faculty/resources.
Blackboard Skills Assessment 

Successful completion requires demonstrated ability:
       Course Development

· Edit the course homepage

· Post a course syllabus and course requirements

· Create and edit course modules and table of contents

· Set up Discussions
· Use the Assessment Tools for creating a quiz database and quizzes

· Create the Gradebook

· Organize, upload, download and zip files in the Content Collection area

· Maintain accessibility to all course elements

       Course Management

· Manage Discussion area postings

· Manage Email postings and attachments

· Manage the Assessment Tools

· Manage the Grade Center
Blackboard Skill Development Opportunities

· Blackboard Training Schedule – http://www.sdccdonline.net/faculty/training 
· Resources for Faculty – http://www.sdccdonline.net/faculty/resources

b. Recommended: Skills in Online Pedagogy 
You will need expertise in the pedagogy of online instruction.  In order to document your expertise, complete the Online Teaching Proficiency Checklist.
Online Teaching Proficiency
Successful completion requires demonstrated ability to:

· Incorporate interactivity elements in the course 

· Deliver instructional materials that promote active learning

· Moderate online discussion synchronously and asynchronously

· Provide timely feedback to each student

· Promote communication between students

· Promote communication between the instructor and the students

· Develop study guides and evaluation rubrics that clarify expectations 

· Promote effective decision-making and analytical thought by posing questions that deepen student thinking

· Build group cohesion and rapport through interactive exercises 

· Foster proper netiquette 

· Describe how students are to submit online assignments; describe processes and file formats

· Provide supportive management of project-group conflict

· Set goals and objectives for asynchronous and synchronous communication

· Select activities that are appropriate for asynchronous and synchronous communication and structure these activities to support course goals and objectives

· Instruct students regarding the necessary procedures and their participation in asynchronous and synchronous communication activities

· Identify activities that are appropriate for groups to collaboratively process learning activities online

· Apply the basic principles of instructional design 

· Set goals and objectives for the course

· Determine a design plan and instructional methods for presenting content

· Determine assessment methods and strategies for capturing data necessary to evaluate objectives in all areas of the course

· Determine how online course management tools can support course goals and objectives

· Define personal preferences and teaching styles as a means to guide course design

· Identify instructional strategies to support course goals and teaching/learning styles

· Improve individual practice by developing an awareness of professional development opportunities

· Describe basic principles of copyright and fair use

· Describe the issues and approaches to facilitating equitable access for all learners (ADA compliance, access equity)

· Determine the appropriate use of multimedia files and the procedures for streaming media if necessary

2.  Course

a.  Required:  Approvals

Obtain departmental, academic dean, and college approval and funding.  Contact the appropriate chair for your academic discipline to determine if you have departmental approval to teach a particular course online.  All FTES from the course will be awarded to the instructor's college.  The scheduler for the college offering the course must list the course with an "L" course designation in ISIS for a Fully Online Course, or an “M” for a Partially Online Course.

b.  Required:  Distance Education Course Approval

Courses to be delivered fully online or partially online must have College approval and District review as a distance education course (for a list of approved courses, see http://instsrv.sdccd.edu/curriculum.html.  Information about how to gain Distance Education course approval is available from the CurricUNET Training Guides online at: http://instsrv.sdccd.edu/.  
Delivery Mode Definitions:  
a. Fully Online – No on-campus instruction or exams
b. Partially Online – At least one class meeting on campus

c. Web-enhanced - taught on-campus and supplemented with Blackboard tools

c.  Required: Course Review and Approval by School Dean, and Department Chair

Fully Online and Partially Online courses must meet the following criteria:

1.      For online course, have Distance Education Course Approval. 
2.      Adhere to SDCCD Online Learning Pathways course template, which is provided at the time of course shell setup.

3.      Adhere to copyright compliance requirements.  

4.      Adhere to Section 508 accessibility requirements. For details, see http://www.w3.org/WAI/.
Blackboard Course Development

· Course shells are created automatically in Blackboard once the District Class Schedule is posted in ISIS.   When you are assigned to teach an online section, you will automatically have access to that live shell at https://sdccd.blackboard.com.   When you have your shell, contact us for login and course development support..
· Prepare a Course Information Page for each Fully or Partially Online course, following the instructions posted to http://www.sdccdonlinet.net/faculty. 

Fair Use of Copyrighted Materials

      Course designers should be aware of all relevant copyright and fair use guidelines prior to providing access to course content via Blackboard. The instructor is responsible for obtaining permission to use any copyrighted material he or she might post in the course. The instructor will remind participants that they need permission to use any copyrighted material the participants might post in the course. 
Copyright and Intellectual Property Resources 
Draft of SDCCD Copyright Guidelines:  http://isp.sdccd.edu/copyright 

Consortium of Educational Technology University Systems (CETUS): www.cetus.org.
Copyright Clearance Center for obtaining permissions: www. copyright.com.
Copyright Law for Distance Learning at the University of Texas System: www. utsystem.edu/ogc/intellectualproperty/distance.htm.
U.S. Copyright Office at the Library of Congress: http://lcweb.loc.gov/copyright/.
U.S. Department of Commerce Conference on Fair Use (CONFU): 
www.uspto.gov/web/offices/com/doc/ipnii/
       Copyright law provides educators with a separate set of rights in addition to fair use, to display (show) and perform (show or play) others' works in the classroom. These rights are in Section 110(1) of the Copyright Act and apply to any work, regardless of the medium. The TEACH Act expands the scope of educators' rights to perform and display works and to make the copies integral to such performances and displays for digital distance education.  For details, see http://www.utsystem.edu/ogc/intellectualproperty/teachact.htm.    



Accessibility

Course designers should ensure that the entire course is in compliance with ADA requirements (Section 508) for accessibility (http://www.w3.org/WAI/). Also refer to the “Web-based Intranet and Internet Information and Applications” document (http://www.access-board.gov/sec508/guide/1194.22.htm).  When creating materials for the Web, the instructor needs to consider the principles of accessible design and how well their materials can be used with “assistive technologies,” such as screen readers and non-visual browsers. All non-textual material should be supplemented with textual equivalents wherever possible.  Faculty can contact the Access Technology Specialist staff member on their campus who can assist with this.

Technical Assistance

24/7/365 Technical Support is available via toll-free phone, live chat, web form, or knowledge base at https://www.sdccdonline.net/help.
Textbooks

In order to ensure textbook availability for your students, ALL ITEMS that instructors are using for a class should be documented on a text requisition and submitted by the prescribed deadlines.  Students can visit the SDCCD Online bookstore web page for information at: http://www.sdccdonline.net/bookstore.htm
Student Access and Login to Courses

We email all enrolled students several days prior to the start of the each semester with all the instructions they need to login to their courses (see http://www.sdccdonline.net/login/). In addition, students receive a message about this login instructions webpage address on their course registration confirmation.  We also offer face-to-face and self-paced Online Student Orientations on all the campuses each semester. The schedule is posted to http://www.sdccdonline.net/students/training. 
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