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technical skills, listed from least to most complex, are examples of what might be needed to teach online 
and hybrid courses: 

Basic Computer Skills �x Keyboarding
�x Audio recording (microphone)

File Management �x Create & name files
�x Understand file formats (.doc, .docx, rtf, text, JPEG, GIF, PDF, WAV,

MPEG, etc.)
�x Understand file storage
�x Organize and manage files

Word processing �x Create, edit & save documents
�x Use formatting techniques (bulleted/numbered lists; page numbers,

etc.)
�x Insert tables, graphs, and graphics into documents

Presentation �x Create, edit & save presentations
Software �x Add multimedia to presentation

�x Record audio narration for presentation
Email �x Send & receive email

�x Attach documents & pictures
�x Create & manage contact groups

Internet �x
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�x Clarify participation requirements, facilitate and monitor interaction
accordingly.

�x Lead discussion rooted in inquiry that challenge students to question
and develop their own conclusions.

�x Provide ongoing personalized feedback and suggestions for
improving student performance.

�x Make additional resources available for learning. These could
include sample papers or projects, time management suggestions,
links to writing guides, etc.

Technology Integration �x Identify the most appropriate technologies for content and learning
outcomes

�x Present content that is easily navigable and accessible to all learners.
�x Integrate multimedia content that meets the learning styles and needs

of all students as well as accessibility requirements.
�x Encourage cooperative learning through group activities that utilize

current technology.
Assessment �x Provide multiple opportunities for ongoing assessments that measure

both student understanding of course content, participation, critical
thinking, and success in meeting SLO’s

�x Incorporate survey to receive regular student feedback to improve
an enhance instructional effectiveness.

�x Understand the unique challenges that affect academic integrity and
student authentication in the online environment.

�x Analyze SLO assessment results and make program improvements as
needed.

Accessibility �x Create or modify all course content so that is its accessible to students
with disabilities.

�x Design the course layout so that it is easily navigable and readable
and has alternate access options for students with special needs.

Title 5 Distance Education Guidelines 
Section 55200 
Definition & Application 
Distance education means instruction in which the instructor and student are separated by distance and 
interact through the assistance of communication technology. All distance education is subject to the general 
requirements of this chapter as well as the specific requirement of this article. In addition, instruction 
provided as distance education is subject to the requirement that may be imposed by the Americans with 
Disabilities Act (42 U.S.C. s12100 et seq.) and section 508 of the Rehabilitation Act of 1973, as amended, 
(29 U.S.C. x794d).  

At Imperial Valley College, the term Distance Education (Online Education) applies to online and hybrid 
but not to web-enhanced courses; however, all courses must meet these requirements. Section 55200 also 
specifies that all online education content and delivery needs to be accessible.  

Section 55202 
Course Quality Standards 
The same standards of course quality shall be applied to any portion of a course conducted through 
distance education as are applied to traditional classroom courses, in regard to the course quality 
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The process to develop a new online or hybrid course may take up to a year. The actual development and 
design of the course is approximately 100-300 hours.  

Curriculum Committee 
A Distance Education Addendum must be added to the course outline of record; this must be done for any 
course that will be offered online or hybrid. The addition of the DE Addendum is a local process, which is 
currently done using the CURRIcUNET system. The addition of the DE Addendum is a faculty driven process. 
To add a DE Addendum: 

1. Faculty should discuss the addition of the DE Addendum within their department 
2. The proposal is added to the course through CURRIcUNET 
3. Once the proposal is launched, it goes through the approval process, which includes: department, 

division, tech review, and the review of the Curriculum Committee 

The addition of a DE Addendum to the course outline of record is considered a course revision, which 
requires local approval. During the Curriculum Committee meeting, DE is an independent motion; this 
requires a separate vote.  

Distance Education Course Review 
Any faculty interested in developing a course for Distance Education must follow the Distance Education 
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To learn more, view this short video
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Welcome Letter in Detail 
Welcome letters should include: 

Basic Course Information • Course name, section number
• Course dates
• Instructor name/information
• Contact information: phone number & email

Type of Course • Fully online or hybrid – 
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Individual Course Attendance & Participation Policy 
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census. The late adding of classes is 
considered only with the dean’s approval. 
Submission of the late add form with the 
instructor’s authorization is required for late 
registration.  

Grading Policy 
All online education courses follow Imperial Valley College Grading Policy. 

Individual Course Academic Honesty Policy 
It is important for instructors to establish clear expectation in their syllabus as to what constitutes 
academically dishonest behavior. 

Creating guidelines for 
academic honesty 

• Clearly explain what constitutes cheating, plagiarism and proper
netiquette.

•



Imperial Valley College 
Distance Education Course Development Process 

To develop a course for online delivery, there are three different paths that can be 
followed. Each path is specific to the unique needs of the faculty and course that will 

be developed. 

Path A: Faculty who have not completed his or her @ONE coursework requirements. 

Path B: Faculty who have completed his or her @ONE coursework requirement and would like to develop 
a course that is not currently offered online.  

Path C: Faculty who have completed his or her @ONE coursework requirement and would like to develop 
a course that is already being offered online.  

PATH A 
1. Prior to teaching online at IVC, any faculty member interested in developing a course for

online/hybrid delivery must successfully complete the 12-week @ONE Training course in Online
Education Standards & Practices (Note: Subject to revision due to changes in @ONE training
curriculum.)

2. 
A. If the course wanting to be developed does not have a DE Addendum, then in a discipline

faculty meeting, the interested faculty member should present the topic of adding a DE
Addendum to the course in question. In this meeting, the viability of the course in question
to be developed online should be discussed including if the course’s pedagogy is suitable
for online delivery. If the disciplined faculty is in agreement with the addition of the DE
Addendum, then the proper steps must be followed to add the DE Addendum. (Meeting
minutes must reflect that this conversation took place.) After the DE Addendum is added to
the course, continue to step 3.

B. If the course already has a DE Addendum and is not being offered online, skip step 2,
continue to step 3.

3. The interested faculty will inform the Department Chair and/or Division Dean or designee 



interest occurs, seniority ranking will determine approval in accordance with CTA course selection 
procedures.  

5. Within ten (10) business days, the Division Dean and/or Department Chair, or designee, shall
notify the selected faculty member(s) and the DE Coordinator (via District email) of the decision to
develop the designated course(s) for online/hybrid development by the selected faculty
member(s). Notification of this final decision shall also be distributed, via District email, to all
faculty within the department/division. (DE Coordinator must be CC’d in this email)

6. The selected faculty member shall contact the DE Coordinator to schedule a meeting. At the
meeting, the DE Coordinator will place the faculty member on the course development schedule
and discuss the development process for new online/hybrid course(s).

7. No later than six (6) weeks prior to the start of priority registration, faculty must develop at least
the first half of the new online/hybrid course(s), based on a standard academic semester for
revision and approval through the Distance Education Evaluation Team (i.e., the first eight weeks of
a 16-week course). As soon as the course is ready for review, faculty will contact the DE
Coordinator to schedule the course evaluation. The DE Evaluation team will need access to the
course, a copy of the Course Map, and a copy of the Course Syllabus.

8. All courses must 



member(s). Notification of this final decision shall also be distributed, via District email, to all 
faculty within the department/division. (DE Coordinator must be CC’d in this email) 
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Part II: Learning Objectives 

1. The course learning objectives describe outcomes that are measurable.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory
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Part IV: Instructional Materials 

1. The instructional materials contribute to the achievement of the stated course and module/unit learning objectives.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

2. The purpose of instructional materials and how the materials are to be used for learning activities are clearly
explained.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

3. All resources and materials used in the course are appropriately cited.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

4. The instructional materials are current.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

5. The instructional materials present a variety of perspectives on the course content.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

6. The distinction between required and optional materials is clearly explained.

☐ Absent     ☐

����

☐
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Part VI: Course Technology 

1. The tools and media support the course learning objectives.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

2. Course tools and media support student engagement and guide the student to become an active learner.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

3. Navigation throughout the online components of the course is logical, consistent, and efficient.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

4. Students can readily and easily access the technologies required in the course.

☐ Absent     ☐ Unsatisfactory     ☐ Somewhat Satisfactory     ☐ Satisfactory     ☐ Very Satisfactory

5.





Distance Education Accessibility Checklist 
Creating accessible Web-based resources is a necessary step towards a classroom environment that 
supports the learning needs of all students. This checklist identifies several of the basic steps relevant to 
creating accessible Web-based resources in an educational setting; it is not a complete list to creating 
accessible Web content. 

0BAccessibility Issue 


