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     Online Course - Supplement to the Course Outline of Record
Contra Costa College 2600 Mission Bell Dr San Pablo, CA 94806
Revision approved by CCC DE Committee 9/8/17; Approved CIC Meeting 10/23/17
	Department: 
	Course #: 
	Date: 

	Course Title: 
	Beginning semester/year (new courses only):

	Total Units of Course: 
	Lecture Hours: 
	Lab Hours: 


Before Completing the Distance Education (DE) Supplement Form:

 Procedures for Online Teaching at CCC, Instructions, and Process:
The “Online Course – Supplement to the Course Outline of Record” form must be completed if a section of a course has fewer in-person lecture hours than the number required for a course with the same number of units. [Example: You are teaching a 3 unit course which equals 54 lecture hours for the semester; some of the lecture hours will not be face-to-face instruction in the classroom and will be replaced by online instruction—if this is the plan, an online supplement for the course must be on file and if not, needs to be approved]. 
· If 50% or less of course instruction is online, it is considered a HYBRID course by the State data and “partially online” by CCCCD.
· If 51% or more of course instruction is online, it is considered an ONLINE course by the State data and “partially online” by CCCCD.
· If 100% online (no required face-to-face sessions; should include an  online orientation; can include  optional face-to-face orientation), CCCCD considers it “Fully Online”.
· For scheduling purposes, the terms “fully online” and “partially online” are used in CCCCD schedule.
By submitting this form, the Faculty Originator and Department Chair understand the following requirements must be met when an online/hybrid course is taught:
· There must be regular effective instructor-student contact and student-to-student interaction. (California Community Colleges do not allow correspondence courses).

· All courses that are online or hybrid are required by the District to use Canvas, the District Approved Learning Management System (by state law it must be authenticated within our District).

· All teacher-initiated video content used (whether created or from other sources) must have closed captioning per Title 5 and Chancellor’s Office. (Instructors may consult with DE Coordinator and DE Trainer for resources and options for creating closed captioning).

· Any audio content used must have a transcript included. (Instructors may consult with DE Coordinator and DE Trainer for options).

· If using online textbooks or publisher materials that require sign-in, they must be authenticated WITHIN the Canvas sign-in per District Policy. Consult with the CCC Technology Manager for information about how to set this up.

· It is required that instructors who teach online/hybrid sections of the course receive this approved supplement form along with the course outline from their Department Chair.

Recommendations for Faculty Originator and Department Chair when online/hybrid courses are being taught:

· The College’s “CCC Criteria/Recommended Expectations for Faculty Teaching Online Hybrid courses” should be utilized. (On CCC Distance Education page for faculty).
· The online/hybrid instructor should request to be added to the “Training4Canvas” course which include tips on pedagogy and using Canvas. New CCC online and partially online instructors should contact the DE Coordinator to be oriented to CCC’s expectations of online instructors and opportunities for support and training in online pedagogy from the DE Coordinator and DE Trainer. 

· It is recommended that the online/hybrid instructor receive training in online pedagogy (Example: CCC’s 4 week online course “Becoming an Effective Online Teacher.”)

APPROVAL OF THIS FORM (on paper until CurricUNET is working for Distance Education):

· The Faculty Originator fills out the form (on paper or in CurrIcUNET). It is reviewed and evaluated by the Distance Education (DE) Coordinator. On paper version, when approved, the other signatures are acquired by the faculty originator and then turned into the Curriculum Committee for review and approval. Once CurrIcUNET is able to be used for Distance Education Supplement forms, it will go through the online approval process. The DE Coordinator will only approve the form when it meets the State and Federal requirements of “regular effective instructor-student contact and student-to-student contact.”  
· If a course is not approved by DE Coordinator, the faculty originator will be given feedback so it can be modified to meet state and federal requirements, college best practices for student/teacher effective contact and interaction, as well as student-to-student interaction. Any changes deemed necessary by the DE Coordinator must be addressed before final CIC approval.
·  Once the DE Coordinator approves the form, the CIC has final approval authority. When it is approved, it is a supplement to the course outline of record. 

FORM INSTRUCTIONS: PURPOSE OF THIS SUPPLEMENT IS TO DEMONSTRATE HOW TEACHER-STUDENT INTERACTION AND STUDENT-TO-STUDENT INTERACTION WILL BE ACCOMPLISHED IN THIS COURSE:
· Submit this completed form along with a copy of the course outline of record (or the Experimental course outline of record Variable Topic form, if applicable) to the DE Coordinator for evaluation.

· Submit an ELECTRONIC COPY of this form and the course outline to the Office of Instruction once it has all signatures.  
· Once the Distance Education section of CurrIcUNET is working properly, it will be submitted through CurrIcUNET rather than on paper.
It is recommended that you consult with the DE Coordinator, since the DE Coordinator must RECOMMEND the approval of this form before it receives final approval from CIC.
CHECK ONE APPROPRIATE CATEGORY BELOW:
· Updated Supplement to existing online course. 

· New DE Supplement for an existing course currently offered in a lecture mode.  

· New course to be offered in both the traditional and distance education modes. NOTE: Course must be created in CurrIcUNET per CIC requirements along with this supplement form.  

	Information tied to regular and effective interaction
	Do not write in this column.
For Evaluation by

DE COORDINATOR

	1. Sections of this course may be (check both boxes if applicable):
	· Yes

· No


	
	Completely Online
	
	Partially Online
	

	
	Course Lecture Hours: ____
	

	IF IT MAY BE TAUGHT PARTIALLY ONLINE, INDICATE THE ESTIMATED PERCENTAGES BELOW:
	

	Percentage of Course Online:            ___%
	Percentage of Course Face-to-Face: ___%
	


	2. SPECIFY BELOW (2a-2j) AT LEAST FIVE WAYS THIS COURSE WILL FULFILL “regular effective instructor-student contact and at least one way student-to-student interaction will be used.”  Include a check off to the left and write a brief narrative under each section both of what you expect of students and what interaction role you will play. Examples below include discussion boards, email/Canvas messaging, chat, telephone, face-to-face, LMS assignments (Canvas), Collaboration tool, online group work, other.)


	Check below:


	2a. DISCUSSION BOARD: If applicable, describe below how you will use discussion boards (asynchronous) to achieve regular effective instructor-student contact as well as student-to-student interaction.  Include 
specific examples.
	· Yes

· No

	


	Check below:


	2b. E-MAIL/Canvas conversation/inbox: If applicable, describe below how you will use email/Canvas inbox to achieve regular effective instructor-student contact.  Include specific examples and how frequently it will be responded to. Best practice is a response within at least within 24 hours on weekdays.
	· Yes

· No

	


	Check below:


	2c. CHAT: If applicable, describe below how you will use Chat (synchronous) to achieve regular effective instructor-student contact and/or student-to-student interaction.  Include specific examples.
	· Yes

· No

	


	Check below:


	2d. CONFERENCING (ex. Confer Zoom or CCC Confer): If applicable, describe below how you will use Conferencing (synchronous) to achieve regular effective instructor-student contact.  Include specific examples.
	· Yes

· No

	


	Check below:


	2e.TELEPHONE/VOICEMAIL: If applicable, describe below how you will use Telephone/voice mail to achieve regular effective instructor-student contact.  Include specific examples.
	· Yes

· No

	


	Check below:


	2f. FACE-TO-FACE MEETINGS:  If applicable, describe below how you will use face-to-face meetings (groups or individuals) to achieve regular effective instructor-student contact. Include examples.
	· Yes

· No

	


	Check below:


	2g. CANVAS ASSIGNMENTS WITH FEEDBACK: If applicable, describe below how you will use Canvas assignment submission and Speedgrader to achieve regular effective instructor-student contact. Include examples.  
	· Yes

· No

	


	Check below:


	2h. COLLABORATION TOOL IN CANVAS:  If applicable, describe below how you will use collaboration tool to achieve regular effective instructor-student contact and/or student to student interaction. Include examples.  
	· Yes

· No

	


	Check below:


	2i. ONLINE GROUP WORK:  If applicable, describe below how you will use online group work to achieve regular effective instructor-student contact and/or student to student interaction. Include examples.  
	· Yes

· No

	


	Check below:


	2j. OTHER:  If applicable, describe below how you will use other options to achieve regular effective instructor-student contact. Include examples.  
	· Yes

· No

	


	Distance Education Coordinator recommendation:
	
	Recommended


	
	Not recommended


	
	Recommended with changes


Distance Education Coordinator Signature: ____________________________________ Date ______________

	DE Coordinator Comments:




The signatures below should only be attained AFTER the DE Coordinator recommendation.
	**** (Print name/signature) ****


	Faculty originator:
	
	Date: 
	


	Department Chair: 
	
	Date:
	

	DIC Chair:
	
	Date:
	

	Division Dean:
	
	Date:
	

	CIC Chair (After CIC Approval):
	
	Date:
	

	VP of Instruction or designee (After CIC approval):
	
	Date:
	


	Distribution:
Instruction Office (original), Articulation Office, Admissions and Records Office, Faculty Originator, Department Chair, Division Office, DE Coordinator, CurricUNET


Form Revised 9/8/17 by CCC DE Committee
Approved CIC 2/24/14  UPDATE
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