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Summary of DLEC’s Edits (highlighted): 1. Reference to the updated 55005 added 
up top, which requires us to publish synchronous/inperson requirements  
for DE classes, with language from the regulation added at bottom of procedure 
(Thanks Kelly); 2.previously suggested regular and substantive interaction  
language from updated 55204 moved further down in document, where the 
old language it replaced sat in last approved version; 3. Added “locally 
 bargained” to Class Size section, per Joy’s comment; 4. Noted that most TC 
DE courses use alternative attendance accounting procedure, not WSCH or 
positive daily attendance, and that new attendance accounting procedure is 
coming through BoG—we should wait a month to update language in FTE 
Computation . . . section; 5. Added citation and language from title 5 § 55200 (c)  
to Access for Disabled section; 6. Replaced all references to “regular and  
effective contact” with “regular and substantive interaction” to mirror updated 
regulations and national nomenclature; 7. Updated contact section on 55204 
to mirror updated regulatory language. 8. “class schedule” replaced with 
“distance education homepage” in Definitions section where assistance is 
mentioned; 9. DLEC added to separate course review section 10. Note added to  
“Physical proctoring centers for exam delivery” pointing out need to add  
current practice . . . 
 
AP 4105 Distance and Correspondence Education 

 
Reference: 

Education Code Sections 66700 and 70901 et seq.; 
Title 5 Sections 55002.5,55200 et seq. 55005 and 55260 et seq.; 
34 Code of Federal Regulations Park 602.17 (U.S. Department of Education 
regulations on the Integrity of Federal Student Financial Aid Programs 
under Title IV of the Higher Education Act of 1965, as amended); 
ACCJC Accreditation Standard II.A.1 

 
Consistent with federal regulations pertaining to federal financial aid eligibility, the 
District must authenticate or verify that the student who registers in a distance 
education or correspondence education courses is the same student who 
participates in and completes the course or program and receives the academic 
credit. The District will provide to each student at the time of registration, a 
statement of the process in place to protect student privacy and estimated additional 
student charges associated with verification of student identity, if any. 

 
The Chief Instructional Officer shall utilize one or more of these methods to 
authenticate or verify the student's identity. 

•   Secure credentialing/login and password; 
•   Proctored examinations; or 
•  New or other technologies and practices that are effective in verifying 

student identification. 
 

The Chief Instructional Officer shall establish procedures for providing a statement 
of the process in place to protect student privacy and estimated additional student 
charges associated with verification of student identity, if any, to each student at the 
time of registration. 

Definitions 
Distance education means education that uses one or more of the technologies listed 
below to deliver instruction to students who are separated from the instructor(s) 
and to support regular and substantive interaction between the students and 
instructor(s) either synchronously or asynchronously. Technologies that may be 
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used to offer distance education include: (1) the internet, (2) one-way and two-way 
transmissions through open broadcast, closed circuit, cable, microwave, broadband 
lines, fiber optics, satellite, or wireless communications devices, (3) audio 
conference, (4) other media used in a course in conjunction with any of the 
technologies listed in this definition. Distance education does not include 
correspondence courses. All distance education is subject to the general 
requirements of this chapter as well as the specific requirements of this article. In 
addition, instruction provided as distance education is subject to the requirements 
that may be imposed by the Americans with Disabilities Act (42 U.S.C. §12100 et 
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seq.) and section 508 of the Rehabilitation Act of 1973, as amended, (29 U.S.C. 
§794d). 

Definitions (as referenced above): Taft College has, through its participatory 
governance process, defined our distance learning courses as requiring no campus 
meetings for students, tests may be proctored; hybrid (blended) courses are defined 
as any course that has some face-to-face time replaced by online activities or courses 
that require students to come to campus. Distance learning and hybrid courses are 
identified in the class schedule. An announcement has been added to the Distance 
Education Homepage about distance education courses that lets students know 
how and where they can get assistance. 

Quality and Separate Course Approval (Reference Title 5 sections 55202 and 
section 55206): Distance learning and hybrid course content and objectives are the 
same as face-to-face courses and only the methods of instruction are adapted for 
web delivery. Evaluation methodology may also be adapted for distance and web 
delivery. These two types of courses must have approval separate from the general 
course approval process, to ensure that they are being adapted appropriately for 
web delivery. Course quality and approval processes are matters of an academic 
and professional nature and have been developed through the Curriculum and 
General Education Committee and Distance Learning and Education Committee  

 [moved later in document to replace old language and work organizationally in 
AP]Faculty Selection and Workload (Reference Title 5 Section 55208): Instructors 
of course sections delivered through distance or correspondence education are 
individuals responsible for delivering course content who meet the qualifications 
for instruction established by the District’s accrediting agency. Instructors will be 
selected using the District or college’s same procedures for determining other 
instructional assignments. 

 
Number of Students (Reference Title 5 Section 55208): Maximum class size for 
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distance education courses is set as suggested in Title 5 as consistent with other 
locally bargained class size determination procedures. 

FTE Computation for Distance Learning Courses (Reference Section 58003.1): 
Taft College adheres to the regulations regarding computation of FTE in Distance 
Education Courses. Most courses are computed using the Weekly Student 
Contact Hours Procedure except courses that are late start courses, which are 
calculated using the Daily Student Contact Hours procedure.--> I think we 
actually use alternative attendance accounting procedure for almost all DE, but 
there’s a new attendance accounting procedure going through BoG, so let’s sit on 
this for a month.  

Tutoring via Distance Learning (Reference Title 5 section 58170): Tutoring for the 
Taft College Distance Learning program is done by tutoring staff who meet all Title 
5 standards and is done through the college‘s Learning Resource Center. 

Access for the Disabled: The Americans with Disabilities Act of 1990, section 508 
of the Rehabilitation Act of 1973, California Code of Regulations title 5 § 55200 (c) 
and the California Government Code section 11135 all require that accessibility for 
persons with disabilities be provided in the development, procurement, 
maintenance, or use of electronic or information technology by a community college 
district using any source of state funds. Taft College requires accessibility 
requirements to be followed in all distance education courses from the time separate 
approval is granted through the development and implementation of all distance 
education programs. 

 “Accessible” means a person with a disability is afforded the opportunity to acquire 
the same information, engage in the same interactions, and enjoy the same services 
as a person without a disability in an equally effective and equally integrated 
manner, with substantially equivalent ease of use. The person with a disability must 
be able to obtain the information as fully, equally and independently as a person 
without a disability. Although this might not result in identical ease of use 
compared to that of persons without disabilities, it still must ensure equal 
opportunity to the educational benefits and opportunities afforded by the 
technology and equal treatment in the use of such technology. 

 
Supervision: Taft College‘s Distance Learning Program falls under the direct 
supervision of the Vice President of Instruction. Taft College also employs a 
Distance Education Director who serve as a liaison between faculty and district 
administration regarding faculty selection, training, curriculum approval, course 
management software selection and other academic and professional matters 
related to distance education as needed. 

Authentication: Taft College complies with Section 495 of the HEOA 2008 requiring 
institutions that offer distance education to have processes to authenticate students 
who register are the same students who participate and completes and receives 
credit for the courses. For student authentication, Taft College uses secure sign-on 
and passwords for its online learning management system and requires student 
identification for proctored examinations. Furthermore, BP 3720, Computer and 
Network Use requires people to refrain from seeking to gain unauthorized access. 

In addition to the above mentioned authentication process, faculty is encouraged to 
use the following preventative measures to ensure academic integrity for distance 
learning courses: 

 
1. Use of multiple assessment techniques in place of high stakes exams. 

Instructors are encouraged to use multi-faceted assessment strategies rather 
than high stakes proctored exams. Assessments are designed to be frequent, 
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instructors rely on interactive discussions, writing assignments, quizzes, 
capstone projects, group work, and online exams if appropriate. 

 
a. Assessments are often modified from semester to semester. Students 

demonstrate learning outcomes through written assignments and 
interaction with the instructor via discussions. Instructors become 
familiar with students' writing styles through online discussions. 

2. Use of test banks, and timed test delivery. Test questions may be 
randomly drawn from banks of questions, so each distance learning student 
gets different set of questions. Many tests are designed to be open-book, but 
once a student begins a test, they may have a limited amount of time to 
complete it, and usually only one attempt. The online course management 
system allows for even tighter testing parameters if the instructor desires. 
For example, students can be given additional unique passwords to enter 
an exam or random exam questions can be restricted to one question per 
page and without the ability to go backwards to review or change answers 
on an exam. 

 
3. Raising awareness among students about what constitutes appropriate 

and inappropriate academic behavior in an online course. Many cases of 
academic dishonesty arise from students’ lack of awareness, such as when 
it is acceptable and not acceptable to collaborate on coursework. Distance 
learning instructors at Taft College include the college’s academic honesty 
policy on their course syllabi with a description of academic dishonesty and 
information on repercussions for academic dishonesty, links to plagiarism 
information as well as acceptable sources, and descriptions of permissible 
and non-permissible collaboration. Many instructors use an honor code 
approach provided by the online course management system where 
communities of learners must agree upon honor to proceed with exams or 
assignments required for their classes. 

 
4. Plagiarism detection programs. Taft College encourages distance learning 

instructors to utilize detection software or program such as Turn-It-In, 
which can be used for both written assignments and class discussion. 
Faculty members can simply copy and paste a discussion board post or any 
written work into the software and sources can be identified, even sources 
turned in by other Taft College instructors or prior students. This approach 
is commonly used by instructors in face-to-face courses as well as for online 
courses. 

5. Physical proctoring centers for exam delivery. Students and faculty are 
informed of the proctor procedures through the College website, which can 
be found on the college website. Update with any current/accurate 
process? 
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Regular and Substantive Interaction Procedure for Distance Education 

Purpose: 

In hybrid or fully online courses, ensuring regular and effective contact guarantees 
that the student receives the benefit of the instructor’s presence in the learning 
environment both as a provider of instructional information and as a facilitator of 
student learning. The distance education guidelines require colleges to develop a 
policy regarding regular effective contact that addresses “the type and frequency 
of interaction appropriate to each distance education course/section or session”. 

Title 5, Section 55204 Instructor Contact: 
 

In addition to the requirements of section 55002 and any locally established 
requirements applicable to all courses,  the WKCCD Governing Board shall ensure 
that: 

1. Any portion of a course conducted through distance education includes 
regular and substantive interaction  between instructor(s) and students, 
(and among students, if described in the course outline of record or 
distance education addendum), either synchronously or asynchronously), 
through 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. 
Regular and effective contact is an academic and professional matter 
pursuant to sections 53200 et seq. 

 [No longer in regs. 409 changed so DE guidelines no longer referenced]  
“Substantive interaction” means engaging students in teaching, learning,  
and assessment, consistent with the content under discussion, and also  
includes at least two of the following: 
(1) Providing direct instruction; 
(2) Assessing or providing feedback on a student's coursework; 
(3) Providing information or responding to questions about the content of  
a course or competency; 
(4) Facilitating a group discussion regarding the content of a course or  
competency; or 
(5) Other instructional activities approved by the institution's or program's 
 accrediting agency. 
(c) Regular interaction between a student and instructor(s) is ensured by,  
prior to the student's completion of a course or competency: 
(1) Providing the opportunity for substantive interactions with the student  
on a predictable and scheduled basis commensurate with the length of time 
 and the amount of content in the course or competency; and 
(2) Monitoring the student’s academic engagement and success and ensuring 
 that an instructor is responsible for promptly and proactively engaging in  
substantive interaction with the student when needed on the basis of such  
monitoring, or upon request by the student. 
(d) Regular and substantive interaction is an academic and professional  
matter pursuant to sections 53200 et seq. 
€ For purposes of calculating instructional time in the context of  
asynchronous distance education, a week of instructional time is any week 
 in which: 
(1) The institution makes available the instructional materials, other  
resources, and instructor support necessary for academic engagement  
and completion of course objectives; and 
(2) The institution expects enrolled students to perform educational activities  
demonstrating academic engagement during the week. 
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Taft College Regular and Substantive Interaction Procedure: 

All distance education courses at Taft College, whether hybrid or fully online, will 
include regular and substantive interaction as described below: 

1. Interaction and frequency of contact: Distance education courses are 
considered the “virtual equivalent” of face-to-face courses. The number of 
instructor contact hours per week that would be available for face-to-face 
students, will also be available, in asynchronous and/or synchronous 
mode, with students in the distance education format. 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 activities in the course. Regular and 
substantive interaction will be maintained over the course of a week and 
should occur as often as is appropriate for the course. A response time of 
24-48 hours, Monday through Friday is desirable but may vary based on 
course requirements and extenuating circumstances. The instructor will 
also provide opportunities for student-student contact. 
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2. Establishing expectations and managing unexpected instructor absence: 

A statement describing the frequency and timeliness of 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. If the 
instructor must be out of contact briefly for an unexpected reason (such as 
illness or a family emergency that takes the instructor offline), the Distance 
Education staff or Office of Instruction will notify the students, via the 
announcements area of the course and/or via email, and will include 
information about when the students can expect regular effective contact to 
resume. 

3. Type of Contact: Regarding the type of contact that will exist in all Taft 
College distance learning courses, instructors will use three or more of the 
following methods to maintain contact with students, and among students: 

a. Orientation materials. 
 

b. Weekly announcements in the course management system. 
 

c. Threaded discussion boards within the course management system 
with appropriate instructor participation. “Questions for the 
Instructor” forums are good, but should be used in conjunction with 
other forums. 

d. Email contact (within or outside the CMS). 
 

e. Participation in online group collaboration projects. 
 

f. Face-to-face informal meetings (e.g. review sessions). 
 

g. Face-to-face formal meetings (e.g. regular, scheduled class sessions). 

h. Feedback for student work. 

i. Podcasts. 
 

j. Instructor-prepared e-lectures or publisher-created e-lectures or 
materials (written, recorded, broadcast, etc.) that facilitate the 
“virtual equivalent” of the face-to-face class. 

k. Virtual Office hours via the chat function in the course management 
system or other synchronous systems such as CCC Confer. 

 
l. Screencasts. 
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m. Personalized feedback for student work. 

 
n. Voicemail and telephone. 

o. Interactive mobile technologies (Chat, Text, Instagram, Facebook, 
Twitter, etc.). 

 
p. Videoconferencing (Skype, CCC Confer, FaceTime). 

 
q. Live orientation or review sessions. 

 
r. Others as appropriate. 

 
 
 

Publication of Distance Education Course Requirements: 
 

To inform students of special distance education course requirements,  
and in accordance with California Code of Regulations Title 5 section 55005,  
faculty will work with the office of instruction to ensure, through college  
publications, to make available to students all of the following facts before  
students enter distance education courses:  
 
Whether the course is offered in a distance education format, and if so,  
include the following information: 

(1) All online and in-person synchronous meeting days/dates and  
times; 
(2) Any required asynchronous in-person activities; 
(3) Any required technology platforms, devices and applications; 
(4) Any test or assessment proctoring requirements. 
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