


TABLE OF CONTENTS

Proposed Change ........................................................................................................................................................... 4 

Brief Description of the Change ....................................................................................................................... 4 

Relationship to the College Mission ................................................................................................................. 7 

Rationale for the Substantive Change Request ................................................................................................. 8 

Distance Education and the College ............................................................................................................................ 11 

Planning and Assessment of Needs ................................................................................................................ 11 

Anticipated Effect on the College ................................................................................................................... 13 

Intended Benefits ............................................................................................................................................ 13 

Preparations for the Change ............................................................................................................................ 13 

Evidence of Preparations ............................................................................................................................................. 18 

Staffing and Training ...................................................................................................................................... 18 

Equipment and Facilities ................................................................................................................................ 19 

Fiscal Resources ............................................................................................................................................. 20 

Monitoring of Achievements and Outcomes .................................................................................................. 20 

Evidence of Necessary Internal and External Approvals ............................................................................................ 21 

Maintenance of Eligibility Requirements .................................................................................................................... 22 

Standard I:  Mission, Academic Quality and Institutional Effectiveness, and Integrity ................................. 30 

Standard II - Student Learning Programs and Support Services .................................................................... 33 

Standard III - Resources ................................................................................................................................. 36 



Page | 3  
 

Executive Summary 
Substantive Change Proposal  
The following substantive change request is in reference to ACCJC Policy on Distance 
Education and on Correspondence Education (2012 edition). 

�x Specific section: Institutions are expected to provide the Commission advanced notice of 
intent to offer a program, degree or certificate in which 50% or more of the course are 
via distance education or correspondence, through the substantive change process. For 
purposed of this requirement, the institution is responsible for calculating the percentage 
of courses that may be offered through distance or correspondence education. 

History:   Orange Coast College previously reached the 50% threshold and submitted a 
Substantive Change request in 2011.  This request was subsequently approved by ACCJC action 
at the June 2011 meeting and College was notified by letter dated July 11, 2011 of the proposals 
approval. 

�x The 2011 proposal requested 6 Certificate of Achievements, 3 Associate in Arts degrees, 
and an Associate in Science Degree. 

�x Orange Coast College has been offering online courses since 1999 and established formal 
processes for review and standards by 2006. 

�x Orange Coast College does not offer correspondence education. 
 

Current Request:  Orange Coast College, in fulfillment of the above policy monitors the 
percentage of courses that may be offered to reach this 50% threshold.  This request proposes to 
maintain the previously approved certificates and degrees, and requests to have the following 
additions considered for approval: 

�x This 2017 proposal requests an additional 2 Certificates of Achievements, 6 Associate in 
Science degrees, and 5 Associate in Arts degrees. 

�x Orange Coast College continues to not offer correspondence education. 

The following proposal is divided into the following sections: 
�x Outline of the proposed changes, the relationship to this request to the College mission, 

and performance statistics 
�x The  College Distance Education assessment, benefits and the  preparations for the 

College 
�x Evidence of support for distance education 
�x Statements related to Eligibility Requirements 
�x Outline of Online education in relation to the ACCJC Standards 
�x Appendices of evidence 

 
Please do not hesitate to contact my office should any further information be needed to make a 
ruling on Orange Coast College’s request for Substantive Change Request. 

Kevin Ballinger, Vice President of Instruction/ Accreditation Liaison Officer 
kballinger@cccd.edu or 714-432-5015 
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General Education and AA/AS Degree Options 
 
OCC offers the following transfer and degree option requirements: 
 

• AA General Education – Option 1  
(General Education Requirements for the AA Degree) 

• AA General Education – Option 2  
(General Education Breadth Requirements for the California State University) 

• AA General Education – Option 3  
(Intersegmental General Education Transfer Curriculum – IGETC) 

• Associate in Science Graduation Requirements 
 

Table 2 below details each general education and degree option and the percentage of 
required units that could be potentially obtained viahd unti

e
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Table 3: Certificates of Achievement 
Award Type Major  Percent of Units 

Offered Online 
Approved 
in 2011? 

Certificate of Achievement Accounting 57.1% Y 
Certificate of Achievement Computer Information Systems 53.1% Y 
Certificate of Achievement Real Estate - Broker 76.0% Y 
Certificate of Achievement Management: Retail 76.0% Y 
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Award Type Major  
Percent of Units 
Offered Online 

Approved 
in 2011? 

Associate in Science Management: Retail 76.0% N  
Associate in Arts Political Science  
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Figure 1: Retention  



        Page | 10  
 

 Figure 2: Success 
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• Last day of attendance - consistent with federal financial aid eligibility 
regulations, instructors teaching online must document last date of attendance 
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Ant icipated Effect on the College 
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and maintains the college’s hardware and software infrastructure, including: desktop/laptop 
computers, printers, servers, and data network. Additionally, IT administers and monitors access 
to the college’s network, email, and the learning management system.  As part of its software 
responsibilities, IT develops local software and custom reports and maintains the college’s 
internet, intranet, and portal sites. 

The campus based Instructional Innovation Center support staff, consists of a Learning 
Management System (LMS) Administrator,  an Instructional Assistant, and a Technology 
Trainer. These positions are shown in the Information Technology Organizational Chart in 
Appendix K. A description of each of these functions is as follows: 
 

�x LMS Administrator: Res



        Page | 15  
 

 
At OCC Online education is included in a campus wide culture of academic integrity including: 
 

�x The Coast Community College District Student Code of Conduct is published on the 
Orange Coast College website under the Student Life tab accessible to all students. 

�x Academic Dishonesty including examples of violations and pTd
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Levels of testing: 
 

• Students take exam through the LMS on their own. 
• Students come to the Computer Center at a specific time and are supervised by the 

instructor. 
 
Faculty Guidelines: 
 

1.   Reservations: To reserve a space and time reserve space using 25 Live to be 
confirmed by Computer Center staff, contact the Computer Center Lab Coordinator 
early in the semests o 

r e s  t actime asp
1.   ts at  m ai tv d7 ac
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Support for Online Student technology support is provided Monday through Friday 8 to 5, by the 
Instructional Innovation Center. The team guarantees a response within 24-48 hours excluding 
weekends and holidays. Reports requests are filled out online at the following site  
http://www.orangecoastcollege.edu/about_occ/Technology/Pages/Technical-Support.aspx 
Additional team members work when there is high demand to assure rapid student assistance.  
Information about the Instructional Innovation Center, online classes, enrollment, and 
Blackboard and Canvas student tutorial is available from the OCC homepage at  
http://orangecoastcollege.edu/academics/online_classes. This site offers a link to MyOCC and 
Technology Help. Canvas has 24/7 support including after hours, nights and weekends.  There 
is contact information provided to faculty and students in Canvas and Help desk information. 
 
A comprehensive set of student support information and services are offered online through the 
college’s public website to s
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In addition to these courses and workshops, OCC endorses and recommend the faculty to attend 
the following: 

• The Online Teaching Conference is held in annually by the CA Community College 
Chancellor’s Office’s @One/TTIP program.   

• Lynda.com training.  The Coast Community College District also offers Technology 
training for faculty and staff, including MS applications, Canvas and Blackboard via 
Lynda.com.  Lynda.com offers a range of professional quality training videos which is 
now a Microsoft Company.   
 

Guidelines 
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Fiscal Resources 
 

Both online and face-to-face courses are supported through the college strategic planning 
process. The need for course development or modification in course offerings in both online 
and face-to-face modes is identified through the program review process. Courses are 
scheduled, and depending on enrollment patterns, resources are allocated to support courses in 
both modes. 
 
Funds are made available in the college budget to support the cost of Blackboard the LMS and 
other annual contracts, staffing, and miscellaneous expenditures, as well as hardware and 
infrastructure to support online education.  The salaries of district employees supporting online 
education are paid from district funds.  The costs associated with the online program support all 
curriculum and programs, not only online. For instance, our course management system supports 
hybrid and traditional courses.  Staff members supporting the online program also support hybrid 
courses and other web-based needs on campus.  The table below summarizes the ongoing costs 
and institutional budget for the online program. As the program grows, additional fiscal 
resources will be allocated as needed through our strategic planning and decision-making 
processes. 
 
  Table 5: Online Program Budget 2016-2017 annual budget  
 

Budget L ine Item Cost 

LMS Hosting (OCC portion) $128,572 

LMS Licensing (paid by district) $229,782 

Personnel $206,148 

Total $542,743 

Monitoring of Achievements and Outcomes 
 



        Page | 21  
 

 

Evidence of Necessary Internal and 
External Approvals 
 

 
Internally, many preparations were made for the online program. The Online Advisory Board 
(OAB) was developed to create a sustainable infrastructure for the online program to ensure 
quality online education and quality faculty training that meets the highest pedagogical and 
technology standards.  The OAB reviews online courses before they are offered, supports 
instructors in the development on quality courses, assists in the selection of the learning 
management system, reviews policies related to o ie ar ningd,r.03 0 Td
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4.  Chief Executive Off icer 
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7.  Governing Board 
 

The institution has a functioning governing board responsible for the academic quality, 
institutional integrity, and financial stability of the institution and for ensuring that the 
institution's mission is achieved. This board is ultimately responsible for ensuring that the 
financial resources of the institution are used to provide a sound educational program. Its 
membership is sufficient in size and composition to fulfill all board responsibilities. 
The governing board is an independent policy-making body capable of reflecting constituent and 
public interest   in board activities and decisions. A majority of the board members have no 
employment, family, ownership, or other personal financial interest in the institution. The board 
adheres to a conflict of interest policy that assures that those interests are disclosed and that they 
do not interfere with the impartiality of governing body members or outweigh the greater duty to 
secure and ensure the academic and fiscal integrity of the institution. 
 
The Board of Trustees for Coast Community College District (Orange Coast College, Golden 
West College, and Coastline Community College) is a functioning governing board, bearing the 
responsibility for the quality, integrity, and financial stability of the institution and for ensuring 
that the College’s mission is carried out. The governing board is ultimately responsible for 
ensuring that the financial resources of the institution are used to provide a sound e
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9.  Educational Programs 
 

The institution's principal degree programs are congruent with its mission, are based on 
recognized higher education field(s) of study, are of sufficient content and length, are conducted 
at levels of quality and rigor appropriate to the degrees offered, and culminate in identified 
student outcomes. 
 
The Associate in Arts and Associate in Science degree programs at Orange Coast College are 
congruent with the College mission. By authorization of the Board of Governors of the 
California Community Colleges, the College confers the Associate in Arts and Science degrees 
to those who complete sixty units with a grade of “C”  or better in prescribed courses or who 
prepare to transfer to a four-year institution.  Fields of study are recognized as appropriate to 
higher education and are sufficient in content, length, quality, and academic rigor.  Students 
may complete an associate’s degree within four semester terms by averaging a 15-unit course 
load, thereby completing their program of study within two years. 
 
The College also awards Certificates of Achievement requiring a minimum of 18 hours, as well as 
Certificates of Specialization for specifically designed learning activities primarily in the career 
and technical education fields. 
 

10.  Academic Credit 
 

The institution awards academic credits based on generally accepted practices for degree-
granting institutions of higher education and in accordance with statutory or system regulatory 
requirements. The institution provides appropriate information about the awarding of academic 
credit. 
 
The College awards academic credits based on generally accepted practices in degree-
granting institutions of higher education and in keeping with standards set by the American 
Association of College Registrars and Admissions Officers. 

11.  Student Learning and Student Achievement 
 
The institution defines standards for student achievement and assesses its performance against 
those standards.  
The institution publishes for each program the program’s expected student learning and any 
program-specific achievement outcomes. Through regular and systematic assessment, it 
demonstrates that students who complete programs, no matter where or how they are offered, 
achieve the identified outcomes and that the standards for student achievement are met.  
 
Institutional educational outcomes and objectives for degree and certif icate programs are 
published in the Orange Coast College Catalog.  All course outlines approved by the College 
Curriculum Committee are required to have clearly stated learning outcomes. All learning 
outcomes are assessed a minimum of once per three year cycle.  Assessment data provides 
evidence that students are meeting the outcomes of courses, programs, and institutional learning 
outcomes. 
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12.  General Education 
 

The institution defines and incorporates into all of its degree programs a substantial component 
of general education designed to ensure breadth of knowledge and promote intellectual inquiry. 
The general education component  includes an introduction to some of the major areas of 
knowledge. General education courses are selected to ensure students achieve comprehensive 
learning outcomes in the degree programs. Degree credit for general education programs must 
be consistent with levels of quality and rigor appropriate to higher education.  
 
Orange Coast College has four patterns of General Education courses (OCC GE for AA, OCC 
GE for AS, CSU GE, and IGETC) that promote the student learning and personal improvement.  
Successful completion of the courses will contribute to a better understanding of the broad 
range of disciplines in which the human search for knowledge and skill training is carried out. 
 
General education courses are listed in the college catalog.  All course descriptions are found 
in the catalog and verification of their quality and rigor is provided.  The college’s Curriculum 
Committee approves all courses to be included in general education sequence. Many of the 
general education courses are taught through online education. The courses are taught in 
accordance with course outlines of record, with assessment of approved SLOs, regardless of 
the method of instruction. cw o
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by Board of Governors 2014) and are substantially qualified and experiencee
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18.  Financial Resources 

The institution documents a funding base, financial resources, and plans for financial 
development adequate to support student learning programs and services, to improve institutional 
effectiveness, and to assure financial stability. 
 
The funding base, financial resources, and plans for financial development are adequate to 
support the College mission and educational programs.  The College budget is part of the Coast 
Community College District budget model.  Copies of the District and College budget 
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degree programs offered via distance learning.  It oversees a peer-based approach to quality 
assurance and continuous improvement in online 
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Distance Educat
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A.    Instructional Programs 
 
Orange Coast College offers 280 degree and certificate programs and 98% of courses offered at the 
college apply towards attainment of those degrees. Within these programs, multiple delivery 
systems, modes of instruction, and teaching methodologies are offered to its students. Most 
programs offer both online and traditional classes, as well as day and evening classes, to ensure that 
the scheduling needs of the students are met. 

The majority of Orange Coast College courses are delivered in a traditional lecture, lab, or 
discussion format.  In the spring of 2015, online course offerings represented 3.3% of all sections 
offered and 4.9% of student enrollment at census. The annual growth in headcount enrollment into 
online courses is detailed in Appendix A.  This and other data is used to optimize the scheduling of 
different course modalities within each department and degree program. 
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computing resources such as the John R. Clark Computing Center, computer equipped classrooms 
and study areas, and the Career Lab and Library.  

The Student Success Center provides tutoring in a variety of subjects face-to-face, with more than 
40 hours per week of open access.   They serve 3000 students per semester, with drop-in and 
appointment tutoring as well as small group study sections.   The Center administers supplemental 
instruction for face to face courses.  It also oversees special programs for Basic Skills courses 
including specialized ESL tutoring, required tutoring for pre-college English courses and embedded 
tutoring in mathematics courses.   Remotely, students can use the online tutoring program Brainfuse 
to access live tutors in a variety of subjects.  

The OCC library contains over 100,000 titles of books, periodicals, DVDs, CDs, world language 
CDs, ebooks, and ESL materials.  This includes 99,000 volumes in the circulating and reference 
collections combined, 18,000 electronic books, and during the semester periodical titles including 
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The College catalogue includes precise, accurate, and current information about Orange Coast 
College and is available electronically at 
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ongoing technology costs, including software  and other infrastructure costs supporting distance 
education, have been identifi ed in program review and vetted through the college’s planning 
processes as a high priority. 

Standard IV - Leadership and Governance 
The institution recognizes and uses the contributions of leadership throughout the organization for 
promoting student success, sustaining academic quality, integrity, fiscal stability, and continuous 
improvement of the institution. Governance roles are defined in policy and are designed to 
facilitate decisions that support student learning programs and services and improve institutional 
effectiveness, while acknowledging the designated responsibilities of the governing board and the 
chief executive officer. Through established governance structures, processes, and practices, the 
governing board, administrators, faculty, staff, and students work together for the good of the 
institution. In multi-college districts or systems, the roles within the district/system are clearly 
delineated. The multi-college district or system has policies for allocation of resources to 
adequately support and sustain the colleges.  

A. Decision-Making Roles and Processes

The primary document that guides the college decision making processes and roles of shared 
governance and committee structures can be found in the College’s Decision Making Guide  
which is maintained and updated by the College Council. 

Orange Coast College has followed all written policies and procedures in the development o
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All online courses have established student learning outcomes which are assessed at least once 
during each three- year program review cycle. The faculty members must demonstrate how the 
assessment leads to program improvement. 

B. Chief Executive Officer

The College President was
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programs and services. The District Mission Statement supports online education. 

The Board is committed to integrated, strategic planning and has approved the Vision 2020 
Mission, Vision and Values statements in Appendix L.  These statements serve as the 
foundation for the Orange Coast Educational Master Plan.  The Vision 2020 statements have 
been further developed into 13 goals. These goals are: 

1. Develop and enforce student-centered and student-first attitudes, processes, decisions,
policies and culture.

2. Increase student success rates by adopting proven best practices and program designs.
3. Increase access and success to meet the changing students’ needs of our community.
4. Provide leadership in addressing regional
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 Orange Coast College 
 Courses with Distance Learning Addendums as of 2016/17 

DEPARTMENT TITLE  SUBJECT 
CODE 

COURSE 
NUMBER 

TOP CODE 
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DEPARTMENT TITLE  
SUBJECT 

CODE 
COURSE 
NUMBER 

TOP CODE 

Computer Science CS A280 0701.00 - Information Technology, General* 

Counseling 

COUN A104 4930.00 - General Studies 

COUN A105 4930.10 - Guidance 

COUN A109 4930.10 - Guidance 

COUN A120 4930.10 - Guidance 

COUN A170 4930.10 - Guidance 

Culinary Arts CA A100 1307.00 - Hospitality* 

Economics 

ECON A100 2204.00 - Economics 

ECON A170 2204.00 - Economics 

ECON A175 2204.00 - Economics 

Emergency Medical Technology EMS A150 1250.00 - Emergency Medical Services* 

English 

ENGL A100 1501.00 - 
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DEPARTMENT TITLE  
SUBJECT 

CODE 
COURSE 
NUMBER 
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DEPARTMENT TITLE  
SUBJECT 

CODE 
COURSE 
NUMBER 

TOP CODE 

Real Estate 
RE A140 0511.00 - Real Estate* 

RE A150 0511.00 - Real Estate* 

Spanish SPAN A199 1105.00 - Spanish 

*Vocational Programs
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 Appendix C  
 

Orange Coast College  
  AA General Educat
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Area E     

Total – Area E1  0.50 – 3.00 20.00 
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Orange Coast College 2016/2017 
  AA General Education Option 2 (CSU) by Distance Education Offerings 2016/2017    

Area Number of Units in 
Area 

Number of Units 

Offered Online 

Maximum Number of 
Units Offered Online 

Counted for Option 

Percent of Units 

Offered Online 

Area A     

A1 3.00 0.00 0.00 0.00% 

A2 3.00 3.00 3.00 100.00% 

A3 3.00 3.00 3.00 100.00% 

Total – Area A 9.00 6.00 6.00 66.67% 

Area B     

B1 1.00 – 5.00 0.00 0.00 0.00% 

B2 1.00 –
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D7 3.00 - 6.00 0.00  0.00% 

D8 3.00 - 6.00 3.00  100.00% 

D9 3.00 - 6.00 9.00  100.00% 

D10 3.00 - 6.00 0.00  0.00% 

Total – Area D 9.00 24.00 9.00 100.00% 

Area E     

Non-Activity  2.00 – 3.00 3.00 3.00 100.00% 

Activity  1.00 – 3.00 0.00 0.00 0.00% 

Total – Area E 3.00 3.00 3.00 100.00% 

Total for Option 2 39.00 69.00 33.00 84.62% 

NOTE: Local graduation requirements for this option can be double counted in the General Education requirements.  
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Orange Coast College 2016/2017 
  AA - Graduation Requirements Option 3 (IGETC) by Distance Education Offerings 2016/2017 

Area Number of Units in 
Area 

Number of Units 

Offered Online 

Maximum Number of 
Units Offered Online 

Counted for Option 

Percent of 
Units 

Offered 
Online 

Area 1   
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4G 3.00 – 6.00 0.00  
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Orange Coast College 
  AS - Graduation Requirements by Distance Education Offerings 2016/2017 

Area 

Oat



Page | 56  
 

     Appendix D 
 
     Orange Coast College 
     Certificate of Achievement Requirements by Distance Education Offerings (
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Appendix E 
 

 
Orange Coast College 
Major Requirements by Distance Education Offerings (2016/17) 

 

 duc
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Appendix F 
 

 
Per the Collective Bargaining Agreement (CBA) between the District and the Coast Federation of 
Educators, AFT Local 1911 (Article XI, Section 16), the following Coordinator position has been 
negotiated and is hereby announced: 
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Eligibility/Minimum Qualifications :  
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Appendix G 
 

 
Orange Coast College 
Blackboard Exemplary Course Program Rubric 

 
 

 
 
 
 
 
 

COURSE 
DESIGN 
RUBRIC 
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The Online Education Initiative (OEI) is a collaborative effort among California Community 
Colleges (CCCs) to ensure that significantly more students are able to complete their 
educational goals by increasing both access to and success in high quality onli ne courses.  

 
 
 
 

This work is licensed under a 
Creative Commons Attribution 4.0 International License. 

 
Revisions approved by the Online Education Initiative Steering Committee December 9, 2016. 

http://creativecommons.org/licenses/by-nc/4.0/
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This page is intentionally left blank for printing purposes. If you plan to print the document for your 
own reference, you may check the page numbers to print just what you need. 
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Online Course Review Information 
 

 

 

 

Local Course ID: 
 

 
Course C-ID:  

 

 

Review type: �‰ Self �‰ P1 �‰ P2 ��  ACE 

 

 

 

Information below this line will 
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The OEI Course Design Rubric was developed in 2014 by the OEI Professional Development 
work group to assure that all courses offered as part of the initiative promote student success and meet 
existing regulatory and accreditation requirements. It has undergone three major revisions since then, 
including the current iteration, in response to changes in available instructional technology and feedback 
from both instructors and reviewers. 

For a course to be offered to students in the CCC Course Exchange, it must first go through a course 
review process that ensures alignment with the OEI Course Design Rubric. The Rubric is divided into 
five sections. 

 
 

Creative Commons Licensed Content 
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Aligned: 
The element is present and effectively designed to support student success in online learning. 

Additional Exemplary Elements: 
This designation recognizes design choices that further enhance the student experience in the 
online learning environment. 

Review Results 
If any element in Section A-C is Incomplete, the instructor will receive on-going support from a 
dedicated Course Design Specialist to bring the element(s) into alignment with the rubric. 

 
 

SECTION D 
 

Accessibility 

The 23 elements in this section are reviewed to determine if a student using assistive 
technologies will be able to access course content as required by Section 508 of the 
Rehabilitation Act of 1973 (also known as “508 Compliance”). 

Since Section D addresses elements that are required by law to be present, the elements 
in this section can only be marked as Incomplete or Aligned. 

Review Results 
If any element in Section D is Incomplete, the instructor will receive on-going support from a 
dedicated Course Design Specialist or an Accessibility Expert to bring the element(s) into alignment 
with the rubric. 

 
 

SECTION E 
 

Institutional Accessibility Concerns 
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Section A: Content Presentation 8 

A1: Placement of Unit-level Objectives 8 

A2: Clarity of Unit-level Objectives 8 

A3: Alignment of Unit-level Objectives 8 

A4: Course Navigation 9 

A5: Unit-level Chunking 9 

A6: Page-level Chunking 9 

A7: Effective Use of CMS Tools 10 

A8: Student Centered Teaching 10 

A9: Instructions 10 

A10: Individualized Learning 10 

A11: Learner Feedback 11 

A12: Institutional Policies 11 

A13: Student Services 11 

Section B: Interaction 12 

B1: Pre-Course Contact 12 

B2: Instructor Initiated Contact 12 

B3: Technology Support 12 

B4: Instructor Contact Info 12 

B5: Student Initiated Interaction 13 

B6: Student-to-Student Interaction 13 

B7: Learning Community 13 

B8: Participation Levels 13 

Section C: Assessment 14 

C1: Authenticity 14 

C2: Validity 14 

C3: Variety 14 

C4: Frequency 14 
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C5: Rubrics/Scoring Guide 15 

C6: Assessment Instructions 15 

C7: Feedback 15 

C8: Self-Assessment 15 

Section D: Accessibility – Content Pages 16 

D1: Heading Styles 16 

D2: Lists 16 

D3: Links 16 

D4: Tables 16 

D5: Color Contrast 16 

D6: Color and meaning 16 

D7: Images 16 

Section D: Accessibility – Files 18 

D8: Heading Styles 18 

D9: Lists 18 
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Section D: Accessibility – Accommodation 21 

D23: Instructional Materials Inventory 21 

Section E: Institutional Accessibility Concerns 23 

E1: LTI/Apps 23 

E2: Media Players 23 

E3: Websites 23 

E4: Publisher Content 23 
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Incomplete 
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Incomplete Aligned Additional 
Exemplary Elements 

A4: Course Navigation 

��  

Navigation and content 
flow are not easily 
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Incomplete Aligned Additional 
Exemplary Elements 

A7: Effective Use of CMS Tools 

 
��  

 
CMS tools that could 
reduce the labor intensity of 
learning are not used 
effectively. 

 
��  

Course Management 
System (CMS) tools are 
used to reduce the labor- 
intensity of learning in a 
way that streamlines access 
to materials and activities 
for students. 

 
��  

 
CMS Tools are used to 
provide integrated and 
innovative learning 
materials and activities for 
students. 

A8: Student Centered Teaching 

��  

 
Content is presented using 
only one modality. ��  

A variety of modalities, such 
as text, audio, video, images 
and/or graphics are used to 
create student-centered 
learning. 

��  

Technology is used 
creatively to emphasize 
student-centered learning 
throughout the course. 

A9: Instructions 

 
��  

 
 

Instructions for working 
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Incomplete Aligned Additional 
Exemplary Elements 

A11: Learner Feedback 

 
��  

Learners do not have an 
opportunity to give 
anonymous feedback to 
the instructor regarding 
course design and/or 
course content. 

 
��  

Learners have the 
opportunity to give 
anonymous feedback to 
the instructor regarding 
course design and/or 
course content after 
course completion. 

 
��  

 
There are opportunities to 
give anonymous feedback 
both during course delivery 
and after course completion. 

A12: Institutional Policies 

 
��  

 
Institutional policies 
relevant for learner success 
are not included or are 
difficult to find. 

 
��  

Institutional policies 
relevant for learner success 
(e.g., plagiarism, academic 
honesty, technical support, 
and DSPS) are included and 
easy to find. 

 
��  

 
Institutional policies are 
provided in units or 
activities where they are 
most relevant. 

A13: Student Services 

��  

Links to institutional 
services are not included, 
thus requiring students to 
exit the course management 
system to find links for 
support. 

��  

Links to institutional 
services, including the 
DSPS office and the 
library, are embedded in 
the course and clearly 
labeled. 

��  
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Incomplete Aligned Additional 
Exemplary Elements 

B1: Pre-Course Contact 

��  

Instructor does not initiate 
contact prior to or at the 
beginning of the course. ��  

Instructor initiates contact 
prior to or at the beginning 
of course. ��  

Instructor provides multiple 
resources to help students 
successfully start the course. 

B2: Instructor Initiated Contact  

 

��  

 
 
 

The plan for 
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Incomplete Aligned Additional 
Exemplary Elements 

B5: Student Initiated Interaction 

��  

 
Students are not given 
opportunities to initiate 
interaction. ��  

Opportunities for student- 
initiated interaction with 
other students and the 
instructor are clearly 
available and encouraged. 

��  

Student-initiated interaction 
contributes to a student-
centered learning 
environment. 

B6: Student-to-Student Interaction 

��  

 
Student-to-student 
interaction may be present 
but is not a required part of 
the course. 

��  

Student-to-student 
interaction that reinforces 
course content and learning 
outcomes is required as part 
of the course. 

��  

Student-to-Student 
collaboration is designed to 
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Incomplete Aligned Additional 
Exemplary Elements 

C1: Authenticity  

��  

There is little or no 
evidence of authenticity 
built into assessments. ��  

Assessment activities lead to 
the demonstration of learning 
outcomes. ��  

Assessments are designed to 
mimic authentic 
environments to facilitate 
transfer. 

C2: Validity  
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Incomplete Aligned N/A 
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Content Pages (Criteria D1 – D7) Comments: 
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Incomplete Aligned N/A 

D15: Digital Reading Order 
  

 
��  ��  

Reading order is not correctly set so 
that content is presented in the proper 
sequence to screen readers and other 
assistive technologies. 

��  

Reading order is correctly set so that content is 
presented in the proper sequence to screen readers 
and other assistive technologies. 

D16: Digital Presentations 
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Files (Criteria D8 – D18) Comments: 
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Section D: Accessibility – Multimedia  
 

Incomplete Aligned N/A 

D19: Audio and Video 
  

 
��  ��  

Accurate transcripts are not 
included for audio and/or 
closed captioning for video is 
not present. 

��  

Accurate transcripts are included for audio, closed 
captioning for video, and narrative descriptions are 
available when possible. 

D20: Live Broadcast 
   

��  ��  
Live broadcasts do not have 
synchronized captions. ��  

Live broadcasts include a means for displaying 
synchronized captions. 

D21: Auto-Play 
   

��  ��  

 
Multimedia is set to auto-play. ��  

 
Multimedia is not set to auto-play. 

D22: Flashing Content 
   

��  ��  
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Section E: Institutional Accessibility Concerns 
 

Incomplete* Aligned N/A 

E1: LTI/Apps  
   

��  
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Appendix H 
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workshops, telephone contact, correspondence, voice mail, e-mail, or other activities. Alternate online 
activities that entail instructor-student contact should be made available to students unable to attend 
face-to-face activities. Alternate online activities include, but are not limited to, online chats, video or 
audio conferencing, online interactive tutorials or computer-assisted instruction, online discussions, or 
online exams. Instructors will use the following practices of regular and substantive contact in their 
distance education courses: (AP 4105 Distance Education Coast Community College District) 

                                                                                                             
All DE courses at OCC, whether hybrid or fully online, will include regular effective contact as 
described below: 

Policy establishing expectations of frequency and timeliness of instructor-initiated contact and 
instructor feedback will be posted in the syllabus and/or other course documents that are made 
available for students when the course officially opens each semester.  

Initiated interaction : Instructors will regularly initiate interaction with students to determine that 
they are accessing and comprehending course material and that they are participating regularly in the 
course. 

Frequency: DE Courses are considered the “virtual equivalent” to face to face courses. Therefore, the 
frequency of the contact will be at least the same as would be established in a regular, face to face 
course.  

Type of Contact: Regarding the type of contact that will exist in all OCC DE courses, instructors 
will, at a minimum, use the following resources to initiate contact with students: 

�x Threaded discussion forums with student to student and instructor to student interactions. 
�x Weekly announcements in the Learning Management System. 
�x Timely feedback, the syllabus and course information should clearly indicate reasonable instructor 

response time for key events and interactions. This includes instructor availability, including e-mail 
response time, degree of participation in discussions, and availability via other media (phone, in-
person if applicable. (Example: If an instructor adopts a policy, that information should be clearly 
stated in the course.) 

�x Other forms of communication can include: group or individual meetings, orientation and review 
sessions, supplemental seminar or study sessions, field trips, library workshops, telephone contact, 
correspondence, voice mail, e-mail, or other activities and/or CCC Confer, video conference, pod cast, 
or other synchronous technologies may also be included.  

Last Date of Student Attendance 
Consistent with federal regulations pertaining to federal financial aid eligibility, each instructor will 
document and report the last date of attendance for all students who stopped attending class, including 
students who withdrew themselves. The last date of attendance is the actual date that a student 
actively participated in the class activities that faculty can document in case of an audit. 
For face-to-face classes, documentation is based on taking class attendance and the class roster. - 
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Faculty Assignment 
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(See Legal Opinion M 03-09).  Title 5, section 55200 explicitly makes these requirements applicable 
to all distance education offerings.  

Courses content must be accessible for all student enrolled in the course. Special support for online 
students is available through Special Services (Students with Disabilities) High Tech Center. 

Curriculum Committee  
If any portion of the instruction in a proposed or existing course or course section is designed to 
be provided through distance education in lieu of face-to-face interaction between instructor and 
student, the course shall be separately reviewed and approved according to the district's adopted 
course approval procedures. (55206 California Community College, Chancellors Office) 

T
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�x After meeting with the Faculty Online Coordinator, the faculty member will present the course to 
the OAB.  

�x The OAB will be reviewing the course for qualities that encourage regular and effective student-
faculty interaction and student retention - not content. Content is the responsibility of the 
instructor.  

�x If course materials are developed outside the institution, the academic quality of those materials 
should be assessed by the OAB. 

�x Assuming all requirements have been met the course may be scheduled and offered.  

Continuing Course Development 
OCC recognizes that courses will evolve over time. The OAB expects all DE courses to maintain the 
approved and recognized standards. 

�x The course adheres to the Official Course Outline of Record. 
�x The course is offered with rigor, depth and breadth consistent with its on-campus counterpart. 
�x Student learning meets the standards set within the discipline, especially in regard to sequenced 

and/or transfer courses. 
�x Courses are revised regularly as new materials become available. 
�x 
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�x The Instructional Innovation Center will provide access to hardware and software for course 
development. 

�x All components of courses will be available to users of all campus-supported operating systems.  

Student Services 
�x Student support services at a distance will be provided, including library, counseling, bookstore, 

orientation and tutoring and enrollment services. 
�x A Librarian is available to assist with research projects in the online course when requested.  
�x Digital library materials are available to Distance Education classes through the Library homepage. 
�x Library 100: Library and Information Competency class is offered online for all students.   
�x Communication systems for informing and orienting students to distance learning must be in place. 
�x Schedule and catalog copy is easily accessible for students seeking distance learning opportunities. 
�x Support for course development is available, particularly in the area of accessibility compliance. 

Authentication  
OCC is committed to assuring that the student who registers in a distance education course or program is the 
same student who participates in and completes the program and receives the academic credit by doing the 
following: 

�x Required: Students are required to use their username and password to log into their courses 
through our designated Learning Management System.   Faculty may redirect their students to 
another site where grading occurs, as long as all student information including grades is secure 
(FERPA Guideline). 

�x Faculty is requested to communicate to the students that they follow the OCC honesty policy.  
�x At the discretion of the instructor, faculty may utilize the OCC Computer Center for testing, 

proctoring centers and/or other methods for testing.  (OCC Computer Center Testing Policies are 
an addendum to the DE Guidelines) 

�x If proctored exams are not offered then it is recommended that several of the following be used 
o A variety of written assignments 
o Multiple assessment techniques including frequent quizzes and exams 
o Participation in threaded Discussion Boards  
o Online meetings or Chat Rooms 
o 
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OCC Computer Center Testing Guidelines (Addendum to DE Guidelines) 
Currently, computer aided testing is available in the Computer Center based on limited availability of 
resources.  

Levels of testing: 

�x Students take exam through the LMS on their own. 
�x Students come to the Computer Center for testing are verified but are not supervised. 
�x Students come to the Computer Center at a specific time and are supervised by the instructor or a 

proctor as designated by the instructor. 
 
Faculty Guidelines: 

1. Reservations: To reserve a space and time, contact the Computer Center Lab Coordinator early in 
the semester to reserve a time and space. 

2. Priority will be given to online courses where on-campus testing is indicated in the Schedule of 
Classes. 

3. Proctoring:  Instructors must be present to administer their exams; Computer Center staff may 
not be qualified proctors.  

4. 
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The above document has been reviewed and approved by the following committees on campus: 

�x Academic Senate approved  February 17, 2017 
�x 
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Appendix I  
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Orange Coast College 
Distance Education Addendum 

 
 

Course Name/Number:  Course Title: 
 
 
DATE OF CURRICULUM COMMITTEE APPROVAL*:  
 
*  Each proposed or existing course if delivered all or in part by distance education, shall be separately 
reviewed and approved by the Curriculum Committee prior to being offered. (Title 5 § 55206). This is 
required if ANYcourse time is replaced by distance education.  
 
 

1. Need/Justification 
How will learning be enhanced by the use of distance education technology? 
 

2. Delivery Methods (Check all the apply) 
  Hybrid (Any combination of online and face to face) 
  Live Interactive 2-way 
  On-line 
  Telecourse 
  Other 
 

3. Instructor- Student Contact 
Through the use of the following online contact methods and students completing of tasks online, students will 
meet the requirements of the course outline. 
 
Specific types and frequencies of proactive instructor-student regular substantive interaction include:  
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Appendix J 
 
 
 
 

Wing: Instruction 
 

Organizational Unit: Online Education 
 

IA . Descr iption of Organizational Unit 

Orange Coast College 
Education Master Plan 2011 - 2016 

 
Programs – The Online Learning Program provides training and technical support to online and on 
campus faculty in the use of technology to enrich their courses. 

 
IB. Mission Vision and Values 

 
Mission: It is the mission of the Distance Education (DE) Program at Orange Coast College to increase 
educational opportunities and enhance learning through the development and support of quality distance 
education courses that are comparable to traditional on-campus classes. 

 
Values: The Faculty Online Advisor and the Online Advisory Board work closely with Information 
Technology to provide the highest in quality online, hybrid and on campus courses possible, through 
selection of a learning management system, training and technical support. 

 
IC. External Factors 

 
The online learning program closely monitors the Chancellors Office and ram
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Figure X: Online and Hybrid Course and Section Offerings, 2010-11 to 2015-16 
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  OCC Online Success and Retention R
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OCC Success Rates by Academic Year by Modality 
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V. Planning
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V.C. Long Term Vision (10 Years) 
 

Long term vision includes the hiring of a qualified person and creation of a dedicated space for testing at 
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Appendix K 
 
 

Orange Coast College 
Instructional Innovation Center Chart 

 
NOTE: Positions not supporting the online program are shaded. 
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Engagement: 
Broad-based involvement of stakeholders to encourage optimal decision making. 

 
Diversity: 

    Reflect inclusiveness with all ethnic, socio economic, educational, abili ties and cultural   
     backgrounds. 
 
 

Equity: 
    All staff serves and contributes to our students' success with equal importance. 
 

Unity: 
    The importance of the collective good and bond is greater than the gain of individuals,   
     departments, colleges. 
 

Goals 
 

1.  Develop and enforce student-centered and student-first attitudes, processes, 
decisions, policies and culture. 

2.  Increase student success rates by adopting proven best practices and program 
designs. 

3.  Increase access and success to meet the changing students' needs of our 
community. 

4.  Provide leadership in addressing regional workforce training and development needs. 
5.  Embrace and increase the diversity of faculty, staff, administration and curriculum. 
6.  Invest in the professional and leadership development of all staff. 
7.  Create an institutionalized practice and culture of evidence in decision making. 
8.  Encourage and support creativity, flexibili ty and innovation. 
9.  Engage and invest in entrepreneurial activities to increase and diversify revenue 

streams. 
10. Maximize the appropriate and strategic utili zation of technology. 
11. Enhance international educational learning opportunities for students, faculty and 

staff. 
12. Achieve long-term financial stabilit y and decrease reliabil ity on state funding. 
13. Strengthen and increase strategic alliances and partnerships in local and global 

communities. 
 

From:  http://www.cccd.edu/about/mission.aspx 
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Strengths: ____________________________________________________________________________ 
________________________________________________________________________________________________
__________________________________________________________________________ 
 
RATING:  
 

_____ Satisfactory         
_____ Satisfactory but Needs Improvement (Part-time evaluations only).  If checked, must include a separate 

Improvement Plan.     
_____ Unsatisfactory        

 
Suggestions: __________________________________________________________________________ 
________________________________________________________________________________________________
________________________________________________________________________________________________
_______________________________________________________________ 
 
Comments by Faculty Instructor(Evaluatee): ________________________________________________ 
________________________________________________________________________________________________
________________________________________________________________________________________________
_______________________________________________________________ 
 
Date of Post-Observation Conference:  ______________________ 
 
Additional Comments by Evaluators (s): 
________________________________________________________________________________________________
________________________________________________________________________________________________
_______________________________________________________________ 
 
 
Signature of Faculty Evaluatee:  ________________________  Date:  _______________  
 
 
Signature of Faculty Evaluator Who Wrote This Observation Report:  ____________________________        
 
Date:  __________________ 
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Committee Review and Signatures 

 

Committee Names – Print Legibly                                              Committee Signatures                     Date 
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