Plan for Distance Education and Off-Campus Instruction

Paris Junior College

Introduction

The mission of the Paris Junior College (PJC) Instructional Distance Education Committee is consistent with and supports the mission, purposes, goals and objectives of the institution.  The committee supports student access to higher education from across the college’s legislated service delivery area (SDA) and works to enhance collaboration and cooperation with other institutions of higher education, local school districts, hospitals, libraries, and municipalities.  A major emphasis in this effort will be to make college courses available in a variety of off-campus locations and through a variety of available distance education technologies.  The committee also supports college faculty in the development of innovative instructional approaches and encourages the faculty use of technology both inside and outside the classroom.  With the growth of the Internet and greater access to computer technology across the campus, faculty members have been encouraged to increase their technical skills to meet the emerging needs of students for Interactive Television (ITV) and Internet based online courses and to support the efforts of the Virtual College of Texas (VCT).

Mission Statement for Distance Education

The mission of the Instructional Distance Education Committee is stated as follows:

The mission of the Instructional Distance Education Committee is to assist PJC in providing access to higher education to the residents of the legislatively mandated service area of the college with quality instruction and support services via technologies wherever they may live, regardless of geographic distance or time constraints. 

The distance education mission of Paris Junior College is consistent with the mission of The Virtual College of Texas, a consortium of all accredited, public Texas community and technical colleges.  It includes 50 community college districts and the three colleges of the Texas State Technical College system.  Paris Junior College became a member of the Virtual College of Texas at its inception in the fall semester of 1998.  The basic VCT strategy is to share distance learning resources among its member colleges.  These resources include their telecommunications infrastructure, courses, faculty, student services, and administrative support.  This strategy will make it possible for students across the state to access a wide range of distance learning courses and services provided by colleges throughout Texas.

In an effort to provide for quality distance education across the state of Texas and beyond, the Texas Higher Education Coordinating Board (THECB) requires that each public institution of higher education as defined by Sec. 61.00 of the Education Code (except “other agencies of higher education”) intending to offer distance education courses and programs submit an Institutional Plan for Distance Education for review and approval.  An Institutional Plan applies to all forms of distance education as defined by Chapter 5, Subchapter H of the THECB’s Rules and Regulations.  The goal of the plan is to assist an institution in its efforts to deliver quality distance education courses and programs.  The plan is intended to be the basis of an institution’s submission to other state or federally recognized accrediting or credentialing agencies.  This Institutional Plan should address the issues outlined below and should be updated and reviewed on a five-year cycle.  Copies of interim submissions for new activities or programs that are required to be reported to the Southern Association of Colleges and Schools or to other accrediting and credentialing agencies should also be sent to the THECB.

The first Institutional Plan for Distance Education was written by the Instructional Distance Education Committee, the Technology and Learning Specialist, the Chairperson of Institutional Effectiveness, and the Manager of Computer Services at the request of the college president and submitted for approval to the THECB in spring of 2001.  

Current Distance Education and Off-Campus Program Offerings and Modes

The institution does not intend to offer full degree programs via distance education but to complement and enhance current curricular offerings.  This policy may be changed when full degree programs are established by the Northeast Texas Higher Education Council which serves as an advisory group and whose membership is comprised of the Presidents of the fifteen member colleges.

Institutional Issues

Paris Junior College has determined that a market exists for distance education based on individual requests from students and from multiple requests from area school districts.  This ongoing assessment process has been conducted both formally and informally since 1997 when requests for concurrent dual credit college courses came to the attention of various college staff from several area school district superintendents.  As a result of these requests for courses, there has been developed an “Agreement on Concurrent Enrollment/Dual Credit Courses offered at High School locations.”  (See appendix 1. for copy)  A school district must agree to the regulations set forth in this document prior to having courses offered on their campus.  School districts have also requested courses via the Internet and this is perceived as a trend that will increase in the future with the growth of various wide area networks designed for the delivery of instruction.

Organization Responsibility for Distance Education 

Organizational responsibility for Distance Education is located with the Instructional Deans.  Working with the Technology Committee and the Technology and Learning Specialist, the Instructional Deans coordinate and conduct a comprehensive program of institutional research, planning, educational evaluation, program improvement, and distance education.  Distance education includes course offerings conducted through off-campus centers, interactive video instruction, computer instruction, teleconferencing, on-line Internet delivery, and the Virtual College of Texas.  The Instructional Deans work closely with the Technology Committee in the coordination and implementation of the college-wide strategic planning process and distance education.  The Instructional Deans serve as the institutional clearinghouse for divisional/departmental planning and evaluation documents, and coordinate college-wide efforts to comply with the third criteria of the Southern Association of Colleges and Schools which is: Institutional Effectiveness. The Deans conduct institutional research studies, campus and community surveys, statistical and other policy analysis to inform administrative and instructional decision-making, support long-range planning, and provide public accountability.  In addition, the Deans provide administrative oversight of off-campus sites offering credit courses and other distance education programs and services.  The Deans supervise the Directors of the off-campus centers who promote credit and non-credit offerings and services in our designated service area.  

Admissions and Records

The institution has uniform requirements for admissions, satisfactory student progress, and graduation requirements for distance education and traditional students.  Policies relevant to transcripting, grading, and transfer credentials are in place and do not differ from standard PJC policies and procedures.

Students with Disabilities

Paris Junior College also has a process in place to address the needs of students who fall under the Americans with Disabilities Act.  Students who identify as disabled must complete a Request for Accommodations form and supply appropriate documentation to the Student Development Office as soon as possible.  The student may visit with a counselor at the main campus or at the off-campus centers on the designated days to discuss their request, documentation, and complete all necessary paperwork.  Once the paperwork is complete, the student will then contact their instructors for approved accommodations as listed on the Faculty/Staff Information Form.  The student will provide a copy of this form to the instructor.  Each student receives a copy of the Handbook for Students with Disabilities.

Educational Programs

Paris Junior College has procedures in place for planning, development, approval and review of all educational programs under the Instructional Deans.  The college Curriculum Committee reviews all proposed programs and educational offerings.  At the present time, only individual courses are offered via distance education and no plans are in place to offer entire educational programs via distance education.

Virtual College of Texas (VCT) Courses

Through the Virtual College of Texas, students may take courses offered by colleges anywhere in Texas while getting support services from a local college.

To take a course from a provider college, a student enrolls at a host community or technical college.  The host college supports the student with a full slate of student services, including advisement and counseling, financial aid, and learning resources.  The host college receives the student’s tuition, fees, and the state’s reimbursement for the enrollment.  This college also awards credit for, and transcripts, the course.

The provider college provides course instruction.  Assignments, tests, and grades are administered by one of its instructors.  For this instructional service, the host college pays the remote provider college an “instructional lease fee,” as specified in an agreement between the two colleges.  This is not an additional fee for the student.

This arrangement between host and provider colleges makes it possible for VCT member colleges to leverage their distance learning resources—including faculty, courses, support services, and technology—to benefit students throughout Texas no matter where they live or where instruction originates.

Evaluation of Distance Education Courses

Paris Junior College will evaluate the overall effectiveness of distance education courses (such as student learning, student retention, the effectiveness of the utilized technology, mechanisms to provide student feedback during the course, and comparability with campus-based programs) and the evaluation process is incorporated into overall institutional effectiveness efforts.

Evaluation feedback is provided to instructors of distance education courses on a semester basis through the college “Student Survey of Instruction” process.  Additional evaluation questions are added as appropriate to assess the quality of instruction based on the specific mode of instruction, i.e. two-way interactive instruction versus Internet based instruction.  Instructional materials will be reviewed periodically to ensure they meet program standards.  Online courses will be designed to require students to engage in analysis, synthesis, and evaluation as part of their course requirements.  Before starting an online course, students will be evaluated and advised to determine if they possess the self-motivation and commitment to learn at a distance and if they have sufficient skills in the use of, and access to, the minimal technology required by the course design.

The Instructional Deans and Division Chairpersons assist the Director of Institutional Research in the completion of this evaluation effort and will provide aggregated information for review by the Deans, Chairpersons, the Instructional Distance Education Committee, and Institutional Effectiveness Committee.

To determine the overall effectiveness of the distance education courses, the Instructional Distance Education Committee recommends that evaluations be conducted in the following key areas:

Student access to courses

Student learning

Student retention, and

Student use of technology

Evaluation of Student Access

The access evaluations will be conducted annually and the process is complimentary with current Paris Junior College institutional effectiveness efforts.  Evaluations shall focus on how courses help foster the education of people whom otherwise might not have had access to college courses.  Evaluation methods shall include 1) a comparison of the demographics of students enrolled in distance education programs with the traditional campus-based students, and 2) student evaluation of program availability and accessibility as a factor in their decision to enroll in a distance education course.

Evaluation of Student Learning

Evaluation shall focus on how each particular distance education course enhances student learning.  Methods of assessment shall include 1) the standard student evaluation of the course and instructor reported in the aggregate for all courses offered via each distance education modality, and 2) the percentage of successful completers.  This data is used for additional review and planning of distance education courses and programs.

Evaluation of Student Retention

Evaluation shall focus on student retention in, or completion of, a distance education program.  Methods of assessment shall include the attrition rate of distance education students.

Evaluation of the Use of Technology

This is an access issue as well as a quality issue.  For access, evaluation shall focus on students’ use of the available technologies of distance education.  Methods of assessment shall include 1) students’ evaluation of the availability, reliability, and frequency of use of the technology, and 2) faculty assessment of the level of student participation in both the classroom and distance educational settings.

Faculty

The qualifications for distance education faculty are the same as faculty teaching the same courses in a traditional on-campus format.  The appropriate Instructional Deans and Division Chairpersons are responsible for the hiring of all college faculty members and conducts interviews with potential part-time instructors to review credentials and insure preparation.

Orientation and training opportunities for faculty involved in distance education programs will be available.  When a faculty member indicates an interest in teaching through distance education methods, the Dean, Division Chairperson, and the faculty member outline a training plan for the faculty member.  The training plan may include any or all of the following activities, depending on the faculty member’s specific needs:  one-on-one training, classroom training, college courses, workshops, and/or conferences.

For interned based courses, faculty are encouraged to participate in the VCT course entitled “Putting Your Course on the Internet” or some equivalent level of preparation prior to teaching an online course.  To date over 6 PJC faculties have participated in this online course with scholarships provided by the VCT.  The course description for this training is as follows:

· Putting Your Course on the Internet This 45-hour online course for faculty and other 2-year college professionals will enable you to use the Interned to deliver your instruction.  Participants master six instructional modules, including: 1) Introduction to Internet Resources; 2) File/Program Management; 3) Web-Based Instructional Design; 4) Web Design; 5) Course Management; and 6) Evaluation.  Complete the class with the basics for your own courses online.  Scholarships are available through the Carl Perkins funded project, Internet Teachers at Every College for approximately 125 Texas 2-year college faculty each semester.  Award recipients are selected by the individual VCT coordinators in each college district.

A budget line item for professional development has been established to support the development of course materials and provide training opportunities to support Distance Education instruction.  Faculty interested in developing an online or two-way interactive course may receive a monetary stipend to support course development.  In agreeing to develop an online or two-way interactive course, the faculty member will sign a “Letter of Agreement” which stipulates high standards in both development and delivery of distance instruction.  The Letter of Agreement details the responsibilities of the faculty member regarding developing and teaching the course, as well as the institution’s responsibilities for providing compensation, support, and evaluation.

While the faculty member is developing and teaching the course for distance education the Technology Committee provides any needed hardware and software resources to the faculty member, as well as ongoing training and support.

In line with this curriculum development process, several PJC online and Interactive Television (ITV) courses have been developed using distance education funds:

· COSC 2370 - Telecommunications, David McAnally and Jason Davis (ITV)

· COSC 1401 - Microcomputer Applications, David McAnally (internet)

· HIST 1302 - U.S. History 1877-present, Lisa Johnson (internet)

· MATH 1342 - Statistics, Sandy Caldwell (ITV)

· ENGL 1301 – English Composition and Rhetoric, Dr. Ken Haley (internet)

· DRAM 1310 – Theater Appreciation, Ray Karrer (ITV)

Additional online and ITV courses are planned for the 2001-2002 academic year:

· ENGL 1302 – English Composition, Rhetoric, and Reading, Dr. Ken Haley (internet)

· MATH 1316 - Trigonometry, Sandy Caldwell (ITV)

· HIST 1301 – U.S. History to 1877, Lisa Johnson (internet)

Several courses will also implement an on-line component to supplement instruction delivered in the traditional format.

The appropriate dean and division chairperson conduct evaluation of faculty involved in Distance Education during the faculty or staff member’s annual evaluation.  Faculty may teach a Distance Education course as part of their regular course load or be compensated under any extra service agreement.  For courses taught in a distance education format, either online or via Interactive Television, a $500 development fee per three hour course is paid for the initial development of the course.  

Intellectual Property and Copyright Guidelines

According to the 2000-2001 Employee Procedures Handbook, in fulfilling the responsibilities of his/her position at Paris Junior College, an employee may develop learning and teaching materials, which may be eligible for copyright.  This policy has been developed to outline the rights of the college and the rights of college employees regarding such materials.  (Policy DBD)

Materials that have been developed by college employees using college property or while in the performance of duties as a college employee shall be the sole property of the Paris Junior College District.  Employees may be eligible for full or joint copyright of, and royalties derived from, certain materials and intellectual property in accordance with the college’s policy manual.  (Policy DBD(H)legal, DBD(L)local)

Paris Junior College will have no claim to copyrighted works produced by Paris Junior College employee before that employee became affiliated with Paris Junior College.

Paris Junior College will have no claim to copyrighted works produced by Paris Junior College employees if such work is not produced as an outgrowth of responsibilities at Paris Junior College.

Non-copyrighted materials prepared by a college employee for use in a course conducted by the college shall remain the property of the college and the president shall approve use of such materials for non-college purposes.

College employees desiring to develop materials unrelated to their college assignment, but utilizing college resources, should draft a proposal outlining their intent and submit it to the college president for approval.

Student Support Services

The institution provides distance learners access to appropriate student services, such as admissions, registration, academic advising, remedial services, placement services, testing and assessment, orientation, computing departments, financial aid offices, counseling, and help desk/hot line.

Services provided by the Student Development Center are available at the Paris campus, the two off-campus centers, and via telephone (the latter two are limited).  The Director of Student Development assigns each counselor with the responsibility of providing student development services one-half day each week at the Greenville and Sulphur Springs Technical Centers.  Services provided by the Student Development Center include career counseling, academic advisement, degree planning, Peer Mentoring/Tutoring, personal counseling, veteran’s advising/counseling, and referrals to local agencies.

Online testing services are in the process of development through the VCT.  The college has taken delivery of three personal computers and provided access to testing software and training to implement this aspect of instruction.

Distance Education and on-campus students will be afforded the ability to access information, register for classes, and determine degree completion status via a new web-based system called Campus Connect.  Campus Connect will enable students to plan and complete the registration process via the Internet.  Campus Connect is a web browser interface to a web server based program.  Campus Connect provides Distance Education and on-campus students web browser access to POISE registration, degree audit, and financial aid functions.  With the exception of add/drop functions, students who are currently enrolled have read-only access to information specific to them at their convenience.  The Instructional Distance Education Committee, Business Office, Department of Computer Services, Admissions and Records, Financial Aid, and the Counseling Center will jointly sponsor and support this operational planning objective in the coming year, which will also entail budget implications.
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