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DISTANCE EDUCATION PLAN (DEP)
This plan is being distributed to stimulate dialogue on the future direction of distance education at
Coastal Bend College. Please provide feedback on the content and future ideas presented in this plan.
The plan represents the direction designed by the Distance Education Department. We are fully aware
that it will take a global effort to accomplish what is presented. We understand that some ideas may
not be feasible at this time due to financial, physical, and/or professional resources. For this reason we
are soliciting as much feedback as possible to ultimately reach a unified voice that will best represent
your Virtual Coastal Bend College. The final design and content will be re‐evaluated by the Distance
Education Advisory Committee.
The Distance Education Department

DISTANCE EDUCATION MISSION
The Distance Education mission and purpose statements are to be designed by the Distance Education
Advisory Committee so as to ensure alignment with the Coastal Bend College (CBC) mission and vision
statements. The goal is to capture a collective voice that represents all stake holders in DE. The
following is what we came up with on April 9, 2013:
Coastal Bend College Distance Education department focuses on maximizing student access to
courses through the use of web-based delivery systems. We strive to provide distance learning
students with the same teaching and learning environments comparable to that provided to your
traditional face-to-face students.
DISTANCE EDUCATION ADVISORY COMMITTEE (DEAC)
The Distance Education Advisory Committee is responsible for aiding in the development of the Distance
Education Program at Coastal Bend College. The DEAC will consist of representatives of the academic and
workforce faculty, student services and distance education departments, IT, community representative,
distance education students, and council representatives.

DISTANCE EDUCATION DEPARTMENT STAFF

Yolanda Abrigo

Amador Ramirez

Cynthia Abrigo

Director of Distance Learning
Campus: Beeville
Office: Elam‐120
Phone: 361‐354‐2506

Webmaster
Campus: Beeville
Office: Admin
Phone: 361‐354‐2554

Help Desk Operator
Campus: Beeville
Office: Elam-120
Phone: 361‐354‐2508
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1. Southern Association of Colleges and Schools
(SACS) Compliance Standards
2. Texas Higher Education Coordinating Board
(THECB) Compliance Standards
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DISTANCE EDUCATION COMPLIANCE STANDARDS
The logic behind the Distance Education Plan (DEP) is to ensure compliance with the accrediting agencies
that govern the activities of the institution such as the Southern Association of Colleges and Schools and
the Texas Higher Education Coordinating Board. In addition, the DEP is to be aligned with the Coastal
Bend College Strategic Plan.
Southern Association of Colleges and Schools (SACS) Compliance Standards
CURRICULUM AND INSTRUCTION
•
•
•

•
•

•
•
•
•

•

Programs and courses provide for timely and appropriate interaction between students and
faculty and among students. (CS 3.4.5)
The faculty assumes responsibility for and exercises oversight of distance education, ensuring
both the rigor of programs and the quality of instruction. (CS 3.4.1 and CS 3.4.12)
The technology used is appropriate to the nature and objectives for the programs and courses
and expectations concerning the use of such technology are clearly communicated to students.
(CS 3.4.1 and CS 3.4.12)
There is currency of materials, programs, and courses. (CS 3.5.3 and CS 3.6.4)
Distance Education policies are clear concerning ownership of materials, faculty compensation,
copyright issues, and the use of revenue derived from the creation and production of software,
telecourses, or other media products. (CS 3.2.14)
Faculty support services are appropriate and specifically related to distance education. (CS 3.4.9)
Faculty who teach in distance education programs and courses receive appropriate training. (CS
3.7.3)
Admissions and recruitment policies and decisions take into account the capability of students to
succeed in distance education programs (CS 3.4.3)
Comparability of distance education programs to campus‐based programs and courses is ensured
by the evaluation of educational effectiveness, including assessments of student learning
outcomes, student retention, and student satisfaction. (CS 3.3.1)
The integrity of student work and the credibility of degrees and credits are ensured. (PL 1.1, CS
3.4.6, CS 3.5.3, and CS 3.6.4)

LIBRARY
•
•
•

Students have access to and can effectively use appropriate library resources. (CS 3.8.2 and CR
2.9)
Course requirements ensure that students make appropriate use of learning resources. (CS 3.8.2)
Access is provided to laboratories, facilities, and equipment appropriate to the courses or
programs. (CS 3.8.1 and CS 3.8.2)
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STUDENT SERVICES
•

•
•
•

Students have adequate access to the range of services appropriate to support the programs,
including admissions, financial aid, academic advising, delivery of course materials, and
placement and counseling. (CR 2.10)
Students have an adequate procedure for resolving their complaints. (CS‐FR 4.5)
Advertising, recruiting, and admissions information adequately and accurately represent the
programs, requirements, and services available to students. (PL 1.1 and FR 4.6)
Students enrolled in distance education courses are able to use the technology employed, have
the equipment necessary to succeed, and are provided assistance in using the technology
employed. (CS 3.4.12)

FACILITIES AND FINANCES
•
•

Equipment and technical expertise required for distance education are available. (CS 3.4.12)
Long‐range planning, budgeting, and policy development processes reflect the facilities, staffing,
equipment and other resources essential to the viability and effectiveness of the distance
education program. (CS 3.3.1, CS 3.8.3, and CS 3.11.3)

Texas Higher Education Coordinating Board (THECB) Compliance Standards

CURRICULUM AND INSTRUCTION
•
•
•
•
•
•

•

Each program or course results in learning outcomes appropriate to the rigor and breadth of the
degree or certificate awarded.
A degree or certificate program or course offered electronically or off campus is coherent and
complete.
The program or course provides for appropriate interaction between faculty and students and
among students.
Qualified faculty provide appropriate oversight of the program or course that is offered
electronically.
Programs or courses offered electronically or off campus are offered on the campus of the
institution where the programs or courses originate.
Academic standards for all programs or courses offered electronically or off campus will be the
same as those for programs or courses delivered by other means at the institution where the
program or course originates.
Student learning in programs or courses delivered electronically or off campus should be
comparable to student learning in programs offered at the campus where the programs or
courses originate.

INSTITUTIONAL CONTEXT AND COMMITMENT
Role and Mission
• The program or course is consistent with the institution's role and mission.
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•

Review and approval processes ensure the appropriateness of the technology being used to
meet the objectives of the program or course.

Students and Student Services
• Program or course announcements and electronic catalog entries provide appropriate
information.
• The program or course provides students with clear, complete, and timely information on the
curriculum, course and degree requirements, nature of faculty/student interaction, assumptions
about technological competence and skills, technical equipment requirements, availability of
academic support services and financial aid resources, and costs and payment policies.
• Enrolled students have reasonable and adequate access to the range of student services and
student rights appropriate to support their learning.
• The institution has admission/acceptance criteria in place to assess the extent to which a student
has the background, knowledge and technical skills required to undertake the program or course.
• Advertising, recruiting, and admissions materials clearly and accurately represent the program or
course and the services available.
Faculty Support
• The program or course provides faculty support services specifically related to teaching via an
electronic system.
• The institution assures appropriate training for faculty who teach via the use of technology.
• The institution provides adequate equipment, software, and communications access to faculty to
support interaction with students, institutions, and other faculty.
Resources for Learning
• The institution ensures that appropriate learning resources are available to students.
• The institution evaluates the adequacy of, and the cost to students for, access to learning
resources and documents the use of electronic resources.
Commitment to Support
• Policies for faculty evaluation include appropriate recognition of teaching and scholarly activities
related to programs or courses offered electronically.
• The institution demonstrates a commitment to ongoing support, both financial and technical,
and to continuation of the program or course for a period of time reasonable and sufficient for
students to complete the course or program.
EVALUATION AND ASSESSMENT
•

•

The institution evaluates the program's or course's educational effectiveness, including
assessments of student learning outcomes, student retention, and student and faculty
satisfaction.
At the completion of the program or course, the institution provides for assessment and
documentation of student achievement in each course.

In addition, the DE department will be aligned with the Coastal Bend College Strategic Plan.
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1. Online Survey Instrument
2. Certifications
a. Virtual CBC Instructor Certification Level 1
b. Virtual CBC Instructor Certification Level 2
c. Certification Course Format and
Exemptions
d. Certification Renewal
3. Sample Online Survey Instrument
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BECOMING A DISTANCE EDUCATION INSTRUCTOR
Before an instructor is able to transition into a virtual environment, a series of events and activities must
take place.
Online Survey Instrument: An online survey instrument will be developed from a collection of established
college and university content to initiate the virtual transition thought process. It is designed to be thought
provoking in nature so that a faculty member may be aware of the areas that need most attention when
transitioning into the virtual environment. This instrument will be taken prior to attending any training and
turned in to the trainer to allow the DE department to better identify the target areas for the faculty they
will be meeting with.
Certifications: For an instructor to teach online, hybrid, or via videoconference, they are to complete a
series of certification workshops. Each certification series is designed to provide the skills necessary to
teach in these formats. The certification workshops will be delivered via multiple methods: hybrid,
online, face to face, et cetera.
Virtual CBC Instructor Certification Level 1: (3 hours) This certification series is designed for course web‐
enhancement. The workshop will focus on an introduction to the school’s learning management system
(LMS). Some of the topics will include logging in, overview, e‐mail, discussions, file uploads, web‐links,
etc…
Virtual CBC Instructor Certification Level 2: (Pre‐Requisite is Level 1 Certification; 12 hours) This
certification is designed for fully online and hybrid instruction. The workshop series will focus on online
pedagogy and advanced LMS tools and techniques. Some of the topics will include instructional design,
group manager, grading forms, goals, file management, grade book, course backups, et cetera.
Additionally topics such as course navigability, course start here pages, best practices models and
possible speed bumps in distance education will be introduced.
Videoconferencing Instructor Certification: (3 hours) This certification series is designed for instructors
teaching via videoconferencing. The workshop will focus on an introduction to videoconferencing, how
to properly use the equipment, and the pedagogies of teaching via videoconferencing. Some of the
topics will include connecting between CBC sites/high schools, Camera Views/Instruction, PC
View/Instruction, Elmo View/Instruction, etc…
Certification Course Format and Exemptions: Instructors learn most effectively in a variety of workshop
formats. For this reason, certifications are offered face to face, online and in hybrid forms. If a faculty
member has prior experience in distance education they may be exempt from course attendance if: 1) a
prior experience form can be filled out by the certifying institution, or 2) a faculty member can reach
satisfactory completion on a content assessment.
Certification Renewal: So as to keep up with the dynamic nature of technology, instructor certification is to
be updated every two years. A faculty member can choose to enroll in certification training or take a
transition course which consists of online tutorials and a technology update survey. In addition, a faculty
member needs to dedicate at least two hours of their total professional development time per year (total
12/01/2016
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Certifications are encouraged for full‐time, part‐time, and adjunct faculty. It is recommended that faculty
get certified even if they are not intending on teaching online immediately. Once the training is complete,
it is valid for two years.
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Thinking About Teaching Online Survey Instrument
When an instructor is contemplating the virtual environment, it is vital to have a clear idea of the
demands of online education. A survey instrument will be designed or purchased to assess a faculty
member's compatibility with online instruction.

Is Online Teaching for Me?rM
Self-evaluation Quiz
An online instructor plays a vital role in developing and maintaining an effective online learning environment and must possess a unique set of tools to
perform successfully. Some highly seasoned instructors from the traditional classroom environment will easily adapt to the online model, while others may
find the transition challenging at first. Reflect on your teaching style,circumstances and technical skills to see if teaching online is right for you.
Compute! Skills Assessment:
O Yes ONo

1. Do you have (or are you willing to obtain) access to a computer and Internet connection at home?

OYes 0 No

2. Are you willing to upgrade your computer equipment and/or purchase new software if needed?

OYes O No

3. Do you know how to use email and access the Web using a browser?

OYes 0 No

4. Can you download a file from the Web and save it on your own computer?

O Yes 0 No

5. Can you attach a document

OYes 0 No

6. Can you cut or copy and paste from one program into another?

to an email message?

Expe1ience in the online lea111ing en i10nment and qualifications:
OYes 0 No

7. Have you ever taken an online course as a student?

OYes 0 No

8. Have you used email or a listserv as an important part of your teaching?

OYes 0 No

9. Have you used web pages to supplement your on·the ground course or seminar?

OYes 0 No

10. Have you used online quizzes, a discussion board or chat room as pa1t of your teaching?

OYes 0 No

11. Do you have practical/professional experience in the subject matter you wish to teach online?

Attitudes towa1ds teaching and lea1ning in the online envilonment:
0Yes 0 No

12. Do you believe that high-quality learning can take place without interacting with your students face-to-face?

O Yes 0No

13. Do you believe that lecturing is the best method for delivering education in you r field?

OYes ONo

14.Is discussion an effective teaching strategy for your subject matter?

OYes 0 No

15. Do you believe it is important to structure activities so that students can learn from each other?

OYes 0 No

16. Do you believe increased learning can occur when work/life/knowledge experiences are shared among peers?

Teaching style and habits needed to teach online:
OYes 0 No

17. Can you dedicate 4 to 6 hours a week (any time during the day or night) to participate in the online teaching process?

OYes 0 No

18. Are you willing to log on and contribute to your online classroom discussions and interact with students online at least 5 times a week?

OYes O No

19. Are you able to create schedules for yourself and stick to them?

OYes 0 No

20. Are you flexible in dealing with students' needs (due dates, absences, make-up exams)?

OYes 0 No

21. Are you comfortable in communicating almost entirely through writing?

OYes ONo

22. Are critical thinking and problem solving important skills for your students?

T1aining and commitment:
O Yes 0 No

23. Are you willing to complete a six-week, free online training program in preparation for teaching your course online?

OYes 0No

24. Are you willing to spend time rethinking and redesigning your teaching materials to fit the needs of the online environment?

OYes 0 No

25. Are you willing to invest time in professional development to continue learning new online teaching and/or technical skills in the
future?
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1. Development and Design Process
2. Requesting Web‐Enhancement for Traditional Courses
3. Supplemental Training Opportunities
4. Faculty Resources (virtual and physical)
5. Professional Organizations
6. Sample Course Intent to Teach Approval Form
7. DE Instructor Certification and Course Approval
Timeline
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DEVELOPMENT AND DESIGN OF DE ONLINE COURSES
Once an instructor is certified to deliver courses online, each course must undergo a development and
design process.
Course Intent to Teach Approval Form (CI): A CI form must be submitted to the DE department three
months prior to the intended course delivery semester. The CI form is a commitment from the faculty’s
department ensuring that the course is needed in the degree plan for that discipline.
Instructional Design Session: Once the CI is submitted, an appointment is scheduled with the DE
instructional designer to discuss course design plans.
THECB Best Practices Self‐Review Form: At least one month prior to the intended course delivery
semester, the self‐review must be submitted to the department chair for review.
Department Chair and/or Designee Review: The departmental review is the second step in the THECB
Best Practices Self‐Review Form. The department chair or designee reviewing courses will need to attend
the DE Chair Academy. The academy is designed to assist the reviewer with the navigation of Blackboard
and how to effectively interpret the THECB self‐review. Once the department chair has conducted their
review, the document is forwarded to the DE department.
DE Department Review: The DE department will conduct the final review and certify the course for
delivery. The DE staff will make sure to assist in achieving course compliance if a course is found needing
supplemental assistance in certain areas. The review is good for two years and will be filed in the DE
office.
Course Evaluation: Online courses will be reviewed in accordance with institutional policy for traditional
courses. In addition, retention rates, student satisfaction rates, and success rates will be reviewed in
accordance with standards.
Requesting Web‐Enhancement for Traditional Courses
To request the use of Blackboard for your traditional face to face courses, a Web‐Enhancement Course
Request must be filled out and submitted online via the DE Website to the DE department. Courses will
be populated on a first come first served basis.
Supplemental Training Opportunities
Distance Learning Academy (DLA): Faculty and staff can supplement their instruction with advanced
technologies. The Distance Learning Academy is open to all instructors, full‐time or adjunct, and campus
staff. The DE department will offer approximately 12‐15 workshops per semester. A faculty member is to
attend a minimum of ten workshops per year to become a member of the DLA. Workshop topics
presented will mirror changing technology software trends: Camtasia, Respondus, SoftChalk, et cetera. As a
DLA member, faculty and staff will be presented with a certification of advanced technologies. For
software that is not covered under a campus site‐license, a computer will be set up at each campus
location with a software library installed on it for campus use.
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Distance Education Summit: A one day conference open to South Texas colleges and universities to
showcase current best practices in DE. A keynote speaker on DE topics will be invited and presentation
proposals will be used to select the content presented.
National Distance Learning Week: A week sponsored by the United States Distance Learning Association
that includes workshops and online activities for faculty, staff, and students. Local workshops will also be
conducted.
21st Century Dialogues: Seminars offered online or face to face that focus on current events in
technology, rising software trends, and Web 2.0.
Blackboard Fridays: These workshops introduce hands on skill workshops on individual topics in the
Blackboard LMS.
Faculty Showcase: A course tool showcase lasting approximately 15‐30 minute presented by CBC faculty
that are currently teaching online. These short presentations are designed to stimulate dialogue and idea
exchange for course design.
Faculty Resources
Faculty resources will be available via our distance education website to certified instructors and DLA
members. The site will include but is not limited to the following:
DE Contact Information: Contact information for the DE Department Staff, roles and responsibilities, and
areas of expertise.
Blackboard Help Desk: The faculty help desk will be run by the DE Staff. It is in place to assist faculty
with technical questions on Blackboard tools and content delivery.
PHP Live ‐ Online Chat Help: Live online chat help desk for faculty and students.
Training Schedule and Session Registration: Schedules for all certifications and trainings will be posted on
the website. In addition, registration for all workshops and trainings will be done through the site.
Workshop Handouts: Any handouts that are presented during professional development opportunities will
be available for online review or download. A copy of the most recent Distance Education Plan is also
located in this section for download.
Online Tutorials: A series of online how to tutorials for the most commonly used tools in online
education. Tutorials are from the faculty perspective and include how to create material for the online
courses.
Downloadable How To Worksheets: Worksheets that accompany the online tutorials and list step by step
detailed instructions on how to use the online tools available to you and how to create online content.
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Worksheets are pdf files and need Adobe Reader to access the files. A Blackboard Manual will be
included in the handout collection.
Downloadable Forms: Any forms that are needed for certification purposes and/or course review will be
available for viewing and download. Included forms: Course Intent Approval, THECB Self‐Review Report,
Certification Renewal form, Web‐Enhancement Course Request form, et cetera.
Software Downloads: The college has purchased site licenses on several software programs. The
programs are available for download via the DE website.
Frequently Asked Questions (FAQs): A user driven database of questions that are most frequently asked
by faculty.
Faculty News and Updates: Any updates and faculty information will be available through the Faculty
Newsletter found on the website.
Faculty Showcases: Faculty work will be showcased on the site to provide examples and ideas for fellow
faculty members. In addition new software for possible purchased will be showcased.
Professional Organizations
Some of the professional organizations that DE staff and faculty belong to include: Texas Distance
Learning Association, TXDLA Coastal Bend Regional Group, United States Distance Learning Association,
League for Innovations, Instructional Technology Council, et cetera. These organizations are crucial to
keeping the department caught up with current trends in technology at the local, state, and national
levels. If budget permits, the department would like to sponsor or co‐sponsor faculty or staff that
conduct presentations at the organization sponsored conferences.
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Course Intent to Teach Approval Form
Course Information
Course: (ex. PSYC0001)
Description:
Course Rationale:

Intended Course Delivery Method :(please circle one and explain what system you will be using)
1) Videoconference
2) Online: Blackboard

Other (please specify):

3) Hybrid:
Intended Delivery Date: (please circle one)
Summer I – 20

Summer II‐ 20

Fall 20

Approval Signatures
Section Instructor (print):
Signature:
Date:

Department Chair (print):
Signature:
Date:

Program Director (please circle one):
Signature:
Date:

Alma Adamez

12/01/2016
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DE Instructor Certification and Course Approval
Instructor Certification (prior to course approval submission)
VCBC Instructor Level 1

VCBC Instructor Level 2

Couse Intent Approval
Submitted a minimum of three months (one semester or two summer semesters) prior to intended
delivery date

THECB Self‐Review
Instructor Course Self‐Reveiw

Department Chair or Designee
Review (at least 1 month prior
to start of the semester)

DE Department Review

Course is certified for two years.
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1. Enrollment Process
a. Welcome Orientation Video
b. Online Course Readiness Survey
c. Internet Student Designation
d. Registration Restriction
e. Internet Orientation
2. Student Resources
3. Supplemental Support
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BECOMING A DISTANCE EDUCATION STUDENT
Before a student embarks on a path of online education, it is important to assess the student’s potential
of success in online education. Furthermore, it is critical to track the student and assist in their transition
to a virtual environment.
Student Welcome Orientation Video: A video featuring current or past distance education students
introducing the concept of distance education. The online recording, “Thinking about online education
student production,” will feature success stories and common misconceptions of distance education. The
video will direct the students to the Online Course Readiness Survey instrument.
Online Course Readiness Survey: A software program can be purchased or a college created instrument
can be designed to assess online student readiness. The survey tool will be used to show a student how
well distance education would fit their lifestyle, how prepared they are for the responsibility of distance
education, and if resources are accessible that would increase their chances for success in a virtual
environment.
Internet Student Designation: If a student is choosing to pursue an online degree, they must declare their
intention to their advisor for tracking purposes.
Registration Restriction: Students will not be allowed to register for an online course until they have
submitted their scores on the online course readiness survey to their advisor. The advisor will then review
the results and provide guidance on future success in distance education. The DE department will provide
tutorials to help increase chances of success for students and be available for one to one.
Internet Orientation: Before a student registers for an online class they will be required to complete an
internet orientation. The orientation will be delivered in an online format. A student will be denied access
from the Blackboard system until they complete the orientation. All campus locations and online training
will follow the same format and distribute the same materials.
Student Resources
Student resources will be available via our distance education website. The site will include but is not
limited to the following:
DE Contact Information: Contact information for the DE Department Staff, roles and responsibilities, and
areas of expertise.
Blackboard Student Help Desk: Workstudy and part time student employees will be hired to run the
campus help desk. The help desk will open early and remain open late during peak hours in the school
semester.
PHP Live ‐ Online Chat Help: Live online chat help desk for faculty and students.
Online Tutorials: A series of online how to tutorials for the most commonly used tools in online
education. Tutorials are from the student perspective and include how to perform commonly required
tasks for the online courses: email, discussion, chat, et cetera.
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Downloadable How To Worksheets: Worksheets that accompany the online tutorials and list step by step
detailed instructions on how to use the online tools available to students. Worksheets are pdf files and
need Adobe Reader to access the files. A Blackboard Student Manual will be included in the handout
collection.
Software Downloads: Links to software needed to facilitate the use of Blackboard like Respondus
LockDown browser, Java, Backup Browsers, et cetera will be available for download.
Frequently Asked Questions (FAQs): A user driven database of questions that are most frequently asked
by students.
Distance Education Newsletter: The newsletter is used to highlight what is currently occurring in the DE
department: trainings, faculty, student, and new technology spotlights.
Student Success Showcases: Highlights faculty, staff, and students that have taken online courses and
have progressed to meet their intended goals.
Supplemental Support
Student Organization: An online student organization will be created for any student that has an interest
in distance education. The organization will be created upon implementation of the above mentioned
protocol. The organization is designed to help students learn more about online education and what it
entails. Its purpose is to foster a student support group for those who are entering into the virtual world
and all that it entails.
Online Student Leadership Academy (OSLA): The OSLA is open to all students enrolled in online courses.
The DE department will offer approximately 8‐10 workshops per semester. A student member is to attend
a minimum of six workshops in a semester to become a member of the OSLA. Workshop topics presented
will include How to succeed in online courses, Privacy on the Internet, Time Management, Personal
Responsibility, Web 2.0, et cetera. An incentive will be presented to students who complete the
workshops that is to be decided on by the DEAC.
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1. Online Student Service Designee Academy
2. Student Services Department
a. Admissions
b. Advising
c. Career Advising
d. Case Managers
e. Financial Aid
f. Judicial Affairs
g. Library Services
h. Bookstore Services
i. Student Activities
j. Testing
k. Student Information System
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DISTANCE EDUCATION STUDENT SERVICES (SS)
To foster a culture of success for online students the institution must provide support services in a range
of departments. Each department is responsible for selecting an individual that will serve as the primary
contact for DE students, hereinafter referred to as the Online Student Services Department Contact. This
individual will be given access to an online chat account to be accessible to the online population
synchronously and to a department email account to do so asynchronously. In addition, each department
will have a video introduction of their online resources presented by their leadership and their online
contact person.
Online Student Services Designee Academy (OSSDA): All online designees will go through a Student
Support Services Academy that is designed to instruct staff on how to utilize communication
technologies, intended softwares, course management system, et cetera.
Below are possible roles that each department will play in the internet campus.
Admissions: A campus online admissions officer will be able to provide information on how to complete
an online application via online tutorials and live chat.
Advising: A campus online advisor will advise students using live chat and video chat software. An online
advisor will also distribute the online student manual to students virtually once they have been assigned
their online classes.
Career Advising: An online campus career advisor is responsible for introducing career software via online
webinars to students. In addition, the advisor will create a professional mentoring program that a student
can participate based on the career software results.
Case Mangers: A campus online case manager will be responsible for conducting third class day phone
calls for instructors to students that have not logged in to the system as of the third class day.
Additionally, they will conduct follow up phone calls after the first month of enrollment.
Financial Aid: A financial aid designee will be responsible for delivering financial aid information the
students via online communication tools. They will work with the DE department to ensure that all
possible resources that can be provided online for financial aid are effectively communicated.
Judicial Affairs: The Judicial Affairs Officer’s role is to introduce the Student Complaint Procedure to
online students via narrated online powerpoint listing key contacts. In addition, the individual is
responsible for correspondence if a student has a question regarding the student handbook, policies, or
procedures.
Library Services: Library services personnel do an extensive job to reach out to the online population
including online databases, live support, archived resources, et cetera. The practices will continue but be
realigned to match the other campus departments.
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Online Bookstore resources: The online bookstore designee will be able to direct students to the online
resources they have for acquiring textbooks. The chosen method of the bookstore will up to the
discretion of their designee and their department.
Student Activities: An online student activities designee will create learning experiences outside the
classroom to foster student development. Activities such as virtual field trips, campus buddies programs,
online celebratory events will be created. The Online Student Leadership Academy will be coordinated by
student activities and the distance education department.
Testing: The online campus testing designee will be responsible for effectively communicating the testing
policy and schedules for online and proctored campus testing. In addition, they will work with faculty to
develop aligned testing center hours along with the DE department.
Student Information System: The goal of the online SIS liaison is to work with the DE department to
automate the registration process. The goal is to purchase and/or create a program that will facilitate
communication between our student information system and our current LMS.
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1. DE Course Consistency and Curriculum
Alignment
2. Disaster Recovery Protocol
3. Distance Education Website
4. Student and Faculty Resources
5. Research
6. Community Outreach
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FUTURE DIRECTION AND IDEAS
DE Course Consistency and Curriculum Alignment
Standard Course Template: To facilitate navigability of the course management system and increase
uniformity of online courses, a standard course template will be created that will serve as the foundation
for online courses. The purpose of the standard course template is to communicate the services in place
to facilitate their success in online education: help desk, student services, and technical support. The
content and design of the online campus template will be decided on by the DEAC.
Course Communication: To increase student connectivity to their instructors, a 24 hour response timeline
will be placed on email course communication for instructors. This will increase rapport with the students
and will foster a constant presence in an online classroom.
Curriculum Alignment: To ensure consistency in course content across sections of courses, the DEAC,
Department Chairs and instructors will convene to create a best practices base structure.

Disaster Recovery Protocol
In case a disaster was to strike the campus or the Blackboard servers, disaster recovery protocol will be set
in motion. The DEAC will decide, in accordance with the campus disaster recovery plan, how to preserve
continuity of courses. Issues to be covered in the protocol include but are not limited to: Course Back‐Up
Protocol, Course Continuity Plan, Student Back Up Contact Information Sheet, Texting Information, Social
Media connection, Course Buddy System, et cetera.

Distance Education Website
The Distance Education Department will work closely with the campus webmaster to design the distance
education website. The website will include all virtual resources for students and faculty. In addition, it
will serve as the central information site for Distance Education Information.

Student and Faculty Resources
Online Student Ambassadors: Students that have successfully completed their course requirements will
be recruited to serve as online mentors for current distance education students. Students will also be
responsible for assisting with the social media component of distance education.
Faculty Mentors: Faculty that have completed training and taught online will be asked to serve as faculty
mentors to first‐time online faculty.
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Social Media Incorporation: The DE department will work with the councils to determine what the best
social media outlet is for the college. Program recruitment videos will also be incorporated into student
social networks.
Research
Dropped Student Survey: After an initial year of distance education changes, the department will conduct
a dropped student survey to identify patterns that hinder student success. Once the data has been
collected, our DE plan will be revisited to make sure it is remedying the problems that were identified.
Student Success Survey: After an initial year of distance education changes, the department will also
conduct a successful student survey to identify the behaviors practiced by students who successfully
completed their online courses. Once the data has been collected, our DE plan will be revisited to make
sure it is supporting the patterns of behavior that represent this body of students collectively.
Faculty and Staff DE Satisfaction Survey: This instrument is designed to investigate the level of
satisfaction that faculty and staff feel in relation to DE. The results will be used to modify the DE plan to
fit our campus needs.

Community Outreach
CBC Expert Community Connections: A program designed to reach out to our local community schools.
Faculty and staff will be invited to share a hobby or skill with an elementary school classroom from a local
school district via online technologies.

Any feedback can be directed to the Distance Education Department at 361‐358-2838 ext. 2506 or emailed
to ycharles@coastalbend.edu. Your help will greatly be appreciated.
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