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I. Before completing this form, please read the information below and review the document “Steps for the Approval of Distance Education Courses” on the Curriculum Website at www.santarosa.edu/curriculum, under “Forms.” 

A. Course Outline of Record (COR) Requirements. The same Course Outline of Record is used for face-to-face, blended, hybrid, and online versions of the course. 

1. All new courses to be taught by distance education must go through the full review and approval process, including Cluster Tech Review and the Curriculum Review Committee (CRC). Forms required on the curriculum database in SIS (Student Information System): Proposal for New Permanent Course; Content Review if necessary; DE Proposal.
2. An existing course that needs revisions to the course outline to include Distance Education options must go through Cluster Tech Review, the Curriculum Office, and the CRC Agenda to be approved. Forms required on the curriculum database in SIS: Changes to Existing Course; Content Review if necessary; DE Proposal.
3. A currently approved course that requires no changes in the COR to include DE methods of delivery needs only to submit the DE proposal with a copy of the current course outline. Forms required on the curriculum module in SIS: DE Proposal only.
B. Accessibility Compliance: Title 5, Section 55205 explicitly states that all distance education offerings must comply with federal and state regulations regarding accessibility for persons with disabilities. SRJC faculty who propose courses for distance education delivery must integrate accessibility into their course design. (See http://www.santarosa.edu/instruction/online-learning/accessibility/index.php for specific requirements.) 
While the Curriculum Review Committee may approve a course for distance education delivery, an accessibility review conducted after the completion of the course design will determine whether the design meets all accessibility requirements and can actually be offered by SRJC as a distance education class. Accessibility review of course design is conducted by SRJC staff outside of the CRC who have expertise in online education. CRC. Please review information regarding accessibility at: http://www.santarosa.edu/instruction/online-learning/accessibility/index.php .
C. DE Proposal Submission Requirements: Make course revisions as necessary and complete all forms through the curriculum module in SIS. Submit hard copies of the course and forms with signatures to the supervising administrator. The administrator will send the course through Cluster Tech Review and then the Curriculum Office.

D. Distance Education Approval: The Curriculum Office and members of the Curriculum Review Committee will review the Distance Education Proposal prior to placing the course and DE proposal on a CRC agenda and will contact the submitter if any changes are required. The submitter will be informed of the review date and when the course has been approved by the CRC for distance education delivery.



II. Description of Distance Education Delivery of the Course

1. Describe how this method of delivery for this course meets program, department, or college goals (list the specific goals being addressed):

Added online component of Either to the COR; original Distance Education (DE) proposal was destroyed or lost. The Curriculum Review Committee (CRC) has agreed that the online component can reflect that this course can be taught either online or hybrid until the department has an opportunity to complete a DE Proposal for this course. The CRC is giving the department until the end of spring 2018 to complete this form. 

a. As part of the Student Success and Student Program (SSSP), California community college students are being asked to declare a major early in their educational paths. Since students often begin college undecided about their major and career direction, they need support in the exploration and career/major decision-making process. Counseling 62 offers such guidance in the form of a self-development course that also covers career development theories. In an effort to reach the large student body at SRJC, an online or hybrid format: 

i. Offers flexibility to many of our students that work full or part-time and/or are returning with familial obligations.

ii. Allows counseling faculty to reach larger number of students at once.

b. Academic Affairs set a goal to offer more GE courses developed in the online and/or hybrid format, and Counseling 62 is approved in Area E for the CSU GE Breadth pattern.

2. List and explain how the Topics and Scope, which lead to the course student learning outcomes and objectives, are fully covered through distance education delivery (examples: web lecture; video; outside reading, etc.).

a. As one of the first assignments, students will be required to read the syllabus that covers the following:

i. The SLOs and course outline

ii. Course expectations for an online or hybrid class addressing student responsibilities for participation, assignment requirements, and behavior

b. Instructors may deliver lectures covering course topics in text format, as audio files, online videos, and/or PowerPoint presentations.

c. Students will have weekly reading assignments from the textbook and/or other instructor provided materials available in print and/or online.

d. Students will be given supplemental materials such as websites and handouts in the online platform.

e. Online discussions will be held weekly on course topics; students and instructors participate.

3. List and describe how you will ensure and assess with this method of instruction that the Student Learning Outcomes and Objectives are being achieved by students.  Include descriptions of the major assignments, papers, projects, and/or examinations that inform instruction and evaluate the Objectives and Outcomes, which are stated on the COR.

a. The reading and writing assignments as well as the discussion topics are the same in all delivery methods of this class. Written assignments and papers may be submitted through the online platform or via email in cases of difficulty. Instructors will review, provide feedback, and grade assignments online as well.
b. To ensure that students are able to implement interview techniques, instructors may assign the following type of activities:
i. Students must respond to typical interview questions in written format implementing the strategies reviewed in the lesson/lecture on interviewing. For example, when answering behavioral interview questions, they are asked to use the STAR method (Situation Task Action Results) where they break down a past scenario/example very clearly into the “situation or task”, the “action” they took, and the “results” of their actions. They are given feedback by the instructor individually. 

ii. Students are asked to set up a mock interview with the Career Development Services Advisor or the class instructor via Skype or over the phone.

4. Describe how instructor-to-student contact is maintained, including frequency of contact, in the spaces below. Note: Fields will expand. Description must be included for proposal to be approved.

	METHOD
	Check if used
	Description, including frequency

	Audio
	
	

	Threaded Discussion
	
	Weekly discussions will be assigned. The instructor will monitor and participate/respond as needed.

	Office hours, in person and/or electronic
	
	Instructor will have in online weekly office hours if 100% online section and online/optional in-person if hybrid.

	Email
	
	Instructor will respond to emails from students in a timely manner and will follow-up with student directly through email as needed.

	Face-to-Face
	
	For the hybrid class format, the instructor will be available for student contact during the in-person class-time. 

	Telephone
	
	Instructor will be available by phone during the regular work week as needed.

	Video
	
	

	Web Pages
	
	

	Chat
	
	

	Other
	
	


Important Note: Optional or mandatory orientations, mandatory face-to-face meetings, or mandatory face-to-face exams must be listed in the printed and online Schedule of Classes comments section with the exact dates. Example: “Class meets in room 2708 on the Santa Rosa Campus the 1st, 5th and 12th Wednesday evenings of the semester.”
5. Explain below how student-to-student interaction and collaboration are promoted and maintained, including expected frequency of contact. Note: Fields will expand. Description must be included for proposal to be approved.

	METHOD
	Check if used
	Description, including frequency

	Audio
	
	

	Threaded Discussion
	
	Student will participate in weekly discussions with each other and will be required to respond to a minimum number of classmates.

	Email
	
	Students will be encouraged to exchange contact information such as email.

	Face-to-Face
	
	The hybrid sections will allow students to meet during the in-person class meetings.

	Telephone
	
	Students may exchange phone numbers.

	Video
	
	Students may upload videos if they wish.

	Web Pages
	
	

	Chat
	
	

	Other
	
	


 

6. What type of orientation to, or preparation for, learning through a DE method of instruction will be provided to the students enrolling in this course? For example, is there a recommendation in the Schedule of Classes and/or course homepage for the course CSKLS 334 “Taking an Online Class,” or is there an introductory component within the course that prepares students to take/participate in the course? (Note: CSKLS 334 should not be included as an advisory in the COR itself since it may not pertain to other methods of delivery for that course. This information may be added to the Schedule of Classes information when the class is scheduled.) Please describe:

Students will be encouraged to take CSKLS 334 in the syllabus and during general introduction of the first week of classes. Instructors will suggest taking the Online Preparedness Quiz on the SRJC Online Learning website. Students will be given instructions specific to the section in which they are enrolled by the instructor.

7. What technical resources support this course? Describe the server, e-mail support, mailing list or listserv support, or other technical resources and support services required by this course:

As the college transitions to Canvas, the instructor will utilize the Student Portal system and will guide students to use the support services from the Distance Education resources at SRJC. Students will be given online resources for technical support at:

http://it.santarosa.edu/student/support/
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IV. Submit this proposal, with the course outline and any other required attachments and signatures, to the Curriculum Office. At the same time, send an electronic copy of this completed form to the Curriculum Technician. 
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