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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 reπŜǾŀƭǳŀǘŜŘ 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 
Director of Distance Learning 
Campus: Beeville 
Office: Elamπм20 
Phone: осмπ3рпπнрлс 

Amador Ramirez 
Webmaster  

Campus: Beeville  
Office: Admin 
Phone: осмπ3рпπнррп 
 
 

Cynthia Abrigo 
Help Desk Operator  

Campus: Beeville  
Office: Elam-120 
Phone: осмπ3рпπнр08 
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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 

 
Å Programs and courses provide for timely and appropriate interaction between students and 

faculty and among students. (CS 3.4.5) 

Å 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) 

Å 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) 

Å There is currency of materials, programs, and courses. (CS 3.5.3 and CS 3.6.4) 

Å 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) 

Å Faculty support services are appropriate and specifically related to distance education. (CS 3.4.9) 

Å Faculty who teach in distance education programs and courses receive appropriate training. (CS 

3.7.3) 

Å Admissions and recruitment policies and decisions take into account the capability of students to 

succeed in distance education programs (CS 3.4.3) 

Å Comparability of distance education programs to caƳǇǳǎπōŀǎŜŘ 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) 

Å 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 

Å Students have access to and can effectively use appropriate library resources. (CS 3.8.2 and CR 

2.9) 

Å Course requirements ensure that students make appropriate use of learning resources. (CS 3.8.2) 

Å 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 

 
Å 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) 

Å Students have an adequate procedure for resolving their complaints. (CSπCw 4.5) 

Å Advertising, recruiting, and admissions information adequately and accurately represent the 

programs, requirements, and services available to students. (PL 1.1 and FR 4.6) 

Å 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 
 
Å Equipment and technical expertise required for distance education are available. (CS 3.4.12) 

Å [ƻƴƎπǊŀƴƎŜ 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 

 
Å Each program or course results in learning outcomes appropriate to the rigor and breadth of the 

degree or certificate awarded. 

Å A degree or certificate program or course offered electronically or off campus is coherent and 
complete. 

Å The program or course provides for appropriate interaction between faculty and students and 
among students. 

Å Qualified faculty provide appropriate oversight of the program or course that is offered 
electronically. 

Å Programs or courses offered electronically or off campus are offered on the campus of the 
institution where the programs or courses originate. 

Å 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. 

Å 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 
ω The program or course is consistent with the institution's role and mission. 
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ω  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 
ω Program or course announcements and electronic catalog entries provide appropriate 

information. 
ω 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. 

ω Enrolled students have reasonable and adequate access to the range of student services and 
student rights appropriate to support their learning. 

ω 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. 

ω Advertising, recruiting, and admissions materials clearly and accurately represent the program or 
course and the services available. 

 
Faculty Support 
ω The program or course provides faculty support services specifically related to teaching via an 

electronic system. 
ω The institution assures appropriate training for faculty who teach via the use of technology. 
ω The institution provides adequate equipment, software, and communications access to faculty to 

support interaction with students, institutions, and other faculty. 

 
Resources for Learning 
ω The institution ensures that appropriate learning resources are available to students. 
ω 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 
ω Policies for faculty evaluation include appropriate recognition of teaching and scholarly activities 

related to programs or courses offered electronically. 
ω 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 

 
ω The institution evaluates the program's or course's educational effectiveness, including 

assessments of student learning outcomes, student retention, and student and faculty 
satisfaction. 

ω 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 ǿŜōπ 

enhancement. The workshop will focus on an introduction to the schoolΩs learning management system 

(LMS). Some of the topics will include logging in, overview, ŜπƳŀƛƭΣ ŘƛǎŎǳǎǎƛƻƴǎΣ file uploads, wŜōπƭƛƴƪǎΣ 

ŜǘŎΧ 
 

Virtual CBC Instructor Certification Level 2: (PreπRequisite 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, ŜǘŎΧ 

 

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 
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of four hours at renewal time) to qualify for renewal. 
 
Certifications are encouraged for fullπtime, partπtime, 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  to an email message? 

OYes 0 No 6. Can you cut or copy and paste from one program into another? 

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 ²ŜōπEnhancement 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 ŦŀŎǳƭǘȅΩǎ 

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 SelfπReview Form: At least one month prior to the intended course delivery 

semester, the ǎŜƭŦπǊŜǾƛŜǿ 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 {ŜƭŦπwŜǾiew 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 sŜƭŦπǊŜǾƛŜǿΦ 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 ²Ŝōπ9ƴƘŀƴŎŜƳŜƴǘ for Traditional Courses 

 
To request the use of Blackboard for your traditional face to face courses, a WebπEnhancement 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, Ŧǳƭƭπǘƛme or adjunct, and campus 

staff. The DE department will offer approximately 12πмр 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 ǎƛǘŜπƭicense, 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 мрπол 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 π hƴƭƛƴe Chat Help: Live online chat help desk for faculty and students. 
 
Training Schedule and Session Registration: Schedules for all certif ications 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 SeƭŦπwŜǾƛŜǿ Report, 

Certification Renewal form, WebπEnhancement 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 coπǎǇƻƴǎƻǊ 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 ς 20   Summer IIπ 20   Fall 20   

 
Approval Signatures 

 
Section Instructor (print):    

Signature: 
Date: 

 

 
 

Department Chair (print):    

Signature: 
Date: 

 

 
 

Program Director (please circle one): Alma Adamez Michael Kane 
Signature: 
Date: 
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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 

 
 
 
 
 
 
 

THE/. {ŜƭŦπReview 
 

 
 
Instructor Course {ŜƭŦπwŜǾŜƛǿ 

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 


