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DISTANCE EDUCATION 
EXECUTIVE SUMMARY 

 
 

INTRODUCTION  
 

The first Distance Education (DE) courses began prior to the spring quarter, 2006 at Lake Tahoe 
Community College.  The motivation of establishing a DE program grew out of an attempt to 
provide ÒaccessÓ to students who could not attend the traditional face-to-face courses at our 
college.   

 

From that date forward, the DE program continued to grow and experience success in terms of 
student enrollments and it provided the type of flexibility our students desired to address their 
busy lives and their desire to continue with their educational pursuits.   

 

Today, LTCC offers a selection of courses from several different disciplines online to meet 
student demand.  This strategic plan is written in order to provide a snap-shot of where our 
program is at this moment and what strategic plans and recommendations need to be made to 
enhance the DE program at LTCC.  It is also written to underscore LTCCÕs commitment to 
financial and technical support that allows the DE program at LTCC to continue with substantial 
support. 

 
 

The Distance Education Committee was formed in fall 2009 to write the first Distance Education 
Program Review.  Committee members included: 

Nancy Barclay, Distance Education Coordinator 
Dave Burba, Technology Specialist 
Sandi Jorgensen, Assistant to the Dean of Instruction 
Tracy Thomas, Interim Dean of Student Services 
Treva Thomas, Director of the Tutoring Learning Center 
Esta Lewin, Counselor 
Aaron McVean, Institutional Researcher 
Cheri Jones, Director of Admissions and Records 
Susan Middleton, Interim Vice President of Academic Affairs & Student Services 
Diane Rosner, Dean of Instruction 

 

The committee looked at the current support structure in place for the Distance Education 
program.  In addition, the committee reviewed areas that are in need of additional support with 
the goal of providing a wide range of services to our Distance Education students.   

 

Final Recommendations 
After thorough review of the DE program at LTCC, several recommendations are offered to 
continue to move towards excellence with DE course offerings.  These recommendations will 
also assist LTCC in providing integrated planning for the fiscal, technical and human resources 
needed to deliver DE courses.  In addition, LTCC can use these recommendations as a guideline 
to provide ongoing and continuous evaluation that will lead to improvement of our DE program.  
These recommendations follow. 
 

 



 Strategic Goals based on Recommendations  in DE Program Review 
The goals listed below will become the Òaction planÓ of the Distance Education Committee, once 
this Program Review is adopted and approved by the shared-governance bodies of LTCC.  The 
timeline for implementation will be a 3 year period.  
 

A. Student Support 
GOAL #A1:   Develop a comprehensive online tutoring program that offers online 
tutoring in all disciplines offered face-to-face.  This could include possible resources like 
live chats through ETUDES, and online whiteboards for tutor/student interaction. 
GOAL #A2:   Develop a web portal for access by DE students to receive comprehensive 
student support services, assessment, financial aid, online student orientations, 
counseling, and library resources. 
GOAL #A3:   Develop a quarterly review process that assesses the level of technical 
support for online students.  Analyze the collected findings from live or online student 
helpdesk ÒticketsÓ to streamline the process for students. 
GOAL #A4:   Develop a new online campus-like climate to support students and provide 
opportunities for them to feel part of the campus community. 
GOAL #A5:   Develop a procedure to improve retention of DE students.  For example:  
electronic communication for ÒEarly AlertÓ emails, and automated ÒSARSÓ (Student 
Automated Retention System) telephone calls. 
 

B. Faculty Support 
GOAL #B1: Provide programs, services, and the necessary additional technical support 
staff to assist faculty in the development, design, evaluation, and on-going maintenance 
of new and existing quality distance learning courses.  This could include funding for 
faculty ÒmentorsÓ to assist the current part-time Distance Education Coordinator. 
GOAL #B2:  Develop and implement a long-range plan for distance learning staffing 
and resource requirements. 
GOAL #B3:  Hire one full-time coordinator/director, to assist faculty in the 
development, design and on-going maintenance of distance learning courses.  This new 
position could also identify new niche markets for online program development 
opportunities. 
GOAL #B4:  Establish methods to aid faculty in continuous evaluation of distance 
learning courses and programs to improve student performance and retention. 
GOAL #B5:  Identify resources for the establishment of continual funding to support 
faculty development for online faculty to enhance the interactive nature of their courses, 
building of community, and improve student retention.  This could include funding for 
Webinars, Online Seminars and the annual Etudes Summit. 
GOAL #B6:  Identify, develop and promote models of best practice. 
GOAL #B7:  Conduct staff development seminars to highlight the quality distance 
learning courses developed by our LTCC faculty; highlight course components that are 
innovative and show exceptional academic rigor and pioneering techniques. 
 
 
 
 
 
 
 
 



 

C. Institutional Support  
GOAL #C1: Admissions and Records: With the support of the new ERP, implement 
the automated processes listed in the DE Program Review to provide DE students with 
the forms and waivers necessary to transact their business online. 
GOAL #C2: Budget Review Process: Identify budgetary resources to support the 
infrastructure for the DE program.  Evaluate the institutional commitment to support said 
infrastructure. 
GOAL #C3: Academic Senate: Develop evidence of institutional effectiveness that will 
require LTCC to apply SLOs and Assessment strategies to all distance education courses. 
GOAL #C4: Institutional Researcher: Develop a mechanism to systematically 
compare traditional face-to-face Assessments with those of DE courses.  
GOAL #C5:  VP of Instruction:  Create an official portion of the College Catalog that 
documents and clearly explains the collegeÕs DE program. 
GOAL #C6:  Hire a part time Director of Distance Education in 2010/2011, who 
oversees and manages the DE program. 

 
D. Staff Support 

GOAL#D1:  Support Staff:  Hire adequate support staff specifically assigned to the 
Distance Education Program to provide help desk services and to interact regularly with 
online students in an effort to promote student engagement and retention. 
GOAL#D2:  Computer Staff:   Provide adequate staffing in Computer Services to 
manage the technical aspects of supporting online students (e.g., data uploads). 
GOAL#D3:  Training:   Provide regular comprehensive training and professional 
development to staff of the Distance Education Program in order to increase knowledge; 
improve services, and maintain technical proficiency. 
GOAL#D4:  General Training:   Provide general training as needed to staff indirectly 
involved with the program to ensure a basic level of understanding of systems and 
offerings.  The objective of this goal is to allow the staff of Admissions & Records, 
Student Services, Instruction Office, and instructional departments to provide general 
assistance and referral to the Distance Education Program staff. 
GOAL#D5:  Best Practice:  Identify, develop, and promote models of best practice. 
GOAL#D6:  Long Range Plan:  Develop a long-range plan for future staffing by 
identifying the FTES and/or enrollment breakpoints at which staffing needs to be 
adjusted.  Because staffing changes are not automatically triggered by increases or 
decreases in course sections (which automatically causes the number of instructional 
faculty to be adjusted), the planning process is intended to promote adequate staffing 
levels and ensure that students receive exemplary support. 
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Distance Education Program Review 

 
1. Overview/Introduction 

The first Distance Education (DE) courses began prior to the spring quarter, 2006 at Lake Tahoe 
Community College.  The motivation of establishing a DE program grew out of an attempt to 
provide ÒaccessÓ to students who could not attend the traditional face-to-face courses at our 
college.   
 

From that date forward, the DE program continued to grow and experience success in terms of 
student enrollments and it provided the type of flexibility our students desired to address their 
busy lives and their desire to continue with their educational pursuits.   
 

Today, LTCC offers a selection of courses from several different disciplines online to meet 
student demand.  This strategic plan is written in order to provide a snap-shot of where our 
program is at this moment and what strategic plans and recommendations need to be made to 
enhance the DE program at LTCC.  It is also written to underscore LTCCÕs commitment to 
financial and technical support that allows the DE program at LTCC to continue with substantial 
support. 

 

2. Definitions 
Lake Tahoe Community College has adopted a definition of Distance Education which is 
consistent with the AACJC and the California Community CollegeÕs ChancellorÕs Office 
definition.  That definition is as follows: 

 

Distance education means instruction in which the instructor and student are separated by 
distance and interact through the assistance of communication technology.  All distance 
education is subject to the general requirements of this chapter as well as the specific 
requirements of this article.  In addition, instruction provided as distance education is subject to 
the requirements that may be imposed by the Americans with Disability Act (42 U.S.C. Section 
12100 et seq.) and section 508 of the Rehabilitation Act of 1973, as amended, (29 U.S.C. Section 
794d). 

 

NOTE:  Authority cited: Sections 66700 and 70901, Education Code. Reference: Sections 70901 
and 70902, Education Code; Title 29 United States Code Section 795d, and Title 42 United States 
Code Section 12100 et seq. 
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3. Members of the Strategic Planning Team 
In an attempt to honor the Shared Governance structure at Lake Tahoe Community College, the 
members of the Distance Education Strategic Planning represent a wide range of participants to 
ensure that all aspects of the DE Strategic Plan are addressed.  These members presently include: 
 Nancy Barclay, Distance Education Instructional Support Coordinator (Instructional faculty) 
 Dave Burba, Computer Services Support 
 Cheri Jones, Director of Admissions and Records 
 Treva Thomas, Tutoring and Learning Center Director (Instructional faculty) 
 Tracy Thomas, Interim Dean of Student Services 
 Esta Lewin, Student Services Counselor 
 Susan Middleton, Interim Vice-President of Academic Affairs & Student Services 
 Diane Rosner, Dean of Instruction 
 Sandi Jorgensen, Assistant to the Dean of Instruction 
 Renee Pegues, Assistant to the Dean of Instruction 

 

The following individuals participate in monthly meetings to address areas of concern and 
provide recommendations to the DE program at LTCC. 

 

4. Educational Policies regarding DE 
The educational policies of LTCC regarding the DE course offerings are to contain the same 
rigor and breadth stated in the face-to-face course outline of record that have been approved by 
the LTCC Curriculum Committee.  In addition, the same Title V requirements are applied to DE 
courses.  Academic Standards for online courses are the same as for all other face-to-face 
courses.  In addition, the same academic freedom is awarded to all faculty either teaching online 
or in the traditional face to face mode. 
 

A separate approval process is required for all courses offered by DE.  This includes the 
following procedures: 
 Faculty members interested in offering an existing course online must first speak with the 

Department Chair of the area and the Dean of Instruction. 
 Faculty are required to complete the Distance Education form that is eventually approved by 

the Curriculum Committee. 
 Prior to the Curriculum Committee reviewing the DE form, the faculty are required to meet 

with the Disability Resource Specialist to ensure that the course meets all Disability 
Resource requirements.  The LTCC Disability Resource Center is aligned with the 
ChancellorÕs Office Regulations and Guidelines on Distance Education Guidelines dated 
2008. 

 Faculty are required to participate in the online training prior to being able to teach online.  
This applies to Etudes only.  (See Section 5, Faculty Training). 

 All DE addendum forms are reviewed by the Curriculum Committee every 6 years as course 
outlines of record come up for their cycle of Title V review. 
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5. Faculty Training 
Faculty wishing to teach online are required to enroll in a mandatory online training offered by 
ETUDES, LTCCÕs Course Management System (CMS) provider.  This training introduces 
faculty to the different components contained in the ETUDES CMS.   This training must be 
successfully completed prior to an instructor actually teaching a course online.  LTCC  will 
reimburse instructors upon successful completion of the training course. 
  

ONGOING training is also provided by the Distance Education Coordinator.  These trainings 
have been in the following manner: 
 Face-to-face in-house trainings 
 Online trainings  
 Webinars 
 Etudes Conferences (May 2009 in LA, May 2010, San Francisco) 

 

The continual challenge for our small college is budget.  Although a firm commitment has been 
made to support faculty trainings in regards to DE, the funding can remain a challenge. 
 

Faculty who teach online are evaluated by a trained instructor.  These evaluations follow the 
current face-to-face procedures contained in the Faculty contract.  Student evaluations are also 
part of the evaluation process and contribute to the continual feedback that our online instructors 
receive. 
 

Intellectual Property Rights policies and procedures are contained in the current Faculty 
negotiated contract and provide clear information regarding this topic. 

 

6. Faculty Support 
For the past two years, LTCC has supported the online faculty with a part-time Coordinator. This 
Coordinator is charged with the following responsibilities as the part-time position allows:  

 

 Faculty Support 
�ƒ Handbook/orientation  
�ƒ Provide guidance 
�ƒ Field questions from potential online instructors and current online instructors 
�ƒ Establish user group 
�ƒ Provide trainings (e.g., John Reid and his streaming video; orientation to Etudes; what 

itÕs like to teach online) 
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 Liaison with Vivian Sinou and Etudes 

 

 Liaison with Help Desk Function 
 

 Enhance our distance learning websites 
 

 Become knowledgeable in online teaching best practices and regularly disseminate ideas to 
faculty 

 

 Teach/arrange/organize Etudes workshops 
 

 Develop expertise in ETUDES course management system. 
 

 Develop a structure for new online faculty:  training, implementing development sites, 
launching new sites. 

 

 Orientation of new online faculty to the entire process for developing and launching a class 
online in an ETUDES platform. 

 

 Serve as a resource for all online faculty in terms of emerging technology, pedagogical 
considerations in teaching in an online environment, best practices, retention strategies, 
and related areas.  Regularly disseminate such information.  Support should be oriented to 
(1) faculty considering teaching online; (2) faculty new to teaching online; and (3) veteran 
online faculty. 

 

 Provide instruction design support to assist online faculty. Field questions from online 
faculty. 

 

 Serve as the liaison with ETUDES and Computer Services. 
 

 Conduct frequent communication with online faculty (e.g., emails). 
 

 Work with A & R, Instruction Office, and Computer Services to facilitate communication 
with online faculty and ensure online faculty email distribution list is accurately 
maintained. 
 

 Enhance and provide oversight of online course pages on website and update as needed. 
 

 Provide pedagogical support to faculty for ETUDES course development. 
 

 Each quarter, conduct introductory workshops for students new to online learning. 
 

 Evaluate and refine “Student Readiness” self-assessment for students to take (off the 
Online Courses page).  Create a means to reach out to potential online learners in terms of 
making them aware of what it takes to be a successful online student. 
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 Liaison with other departments to address support needs for online students (e.g., ordering 
of textbooks online). 
 

 Develop a “how to” handbook for faculty seeking to teach online and/or create a web 
presence for faculty to explore online teaching (include assessing if teaching online is right 
for me; steps to get ready to teach online; resources for support; best practices; FAQs). 
 

 Conduct at least one faculty training per quarter in emerging online strategies, good 
practices in teaching online, exploring online teaching for potential online teachers, and 
other issues related to online teaching and learning. 
 

 Other duties as assigned. 
 

Additionally, the LTCC faculty have access to the ETUDES ÒUser GroupÓ after their initial 
trainings.  This ÒUserÕs GroupÓ provide assistance to online faculty by the ETUDES trainers and 
also allow online faculty to connect with other faculty around the state of California who use the 
ETUDES platform. 
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7. Student Training prior to taking a class online 

LTCC offers its students website information regarding their readiness to take an online course.  
In addition, a minimum of two face-to-face online workshops are conducted each quarter so 
students are more familiar with the Etudes platform and the online environment.  
 

It is felt that more could be done to assist the students in this area.  Please see the Final 
Recommendations section of this report. 

 

8. General Student Support 
LTCC is committed to providing student support and counseling services to students to ensure 
their success with the online platform and success in achieving their educational goals.  DE 
courses are structured to permit completion of Student Learning Outcomes and objectives in the 
same manner that traditional courses do.  With that in mind, LTCC has provided the following in 
terms of student support services related to the DE courses: 

 

 LTCC has purchased a 24/7 Helpdesk feature of ETUDES.  This allows our students to be 
able to receive assistance 24/7. 

 LTCCÕs Computer Services department is actively involved in trouble-shooting any issues 
that arise. 

 The Instruction Office at LTCC serves as the point of contact for students who may be 
experiencing issues regarding their online course during the beginning of the quarter. 

 The DE Coordinator is also informed of student issues, as is the Director of Computer 
Services and the Etudes CEO. 

 Faculty hold online office hours to meet the needs of their online students. 
 Adjunct faculty are encouraged to apply for online office hours to meet the needs of their 

students.   
 LTCC ensures the protection of student privacy. 

 
Admissions & Records has recognized the need to improve access to services for online 
students.  During winter 2004, the campus piloted online registration.  After a successful test 
of the online registration system, WebReg was launched for all students in spring 2004.  
Using this system, students could register for courses, drop courses until the drop with no 
record deadline, and pay fees via the Internet.  A home-grown online admission application 
was also implemented to provide a mechanism for admission and application updates.  The 
registration system was supplemented by the existing online schedule of courses.  A student 
ID lookup form was created to allow secure, self-service retrieval of student ID numbers. 
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During summer 2006, new Admissions & Records content was developed in conjunction 
with a redesign of the LTCC Web site.  The new Web site pages included detailed information on a 
variety of topics such as registration, residency, add/drop procedures, fees, forms, grades, and 
transcripts.   The college catalog was also posted online on the new site.  In May 2008, the CCCApply 
online admission application (common application of the California Community College system) was 
implemented to improve access and reduce issues associated with the home-grown application.  In the 
fall of 2008, the online registration system was upgraded to allow students to declare the pass/no pass 
grading option online. 
 
While online students outside the Tahoe area may use the forms available on the Website to conduct 
business by fax (or by e-mail with scanned signed documents), this process is cumbersome and needs to 
be improved.  In 2008, the college was awarded a Title III grant which provided funding for the 
implementation of an ERP system.  With the capabilities of this new system, the Admissions & Records 
Office hopes to automate the following processes in the future: 

 
 Withdrawal (drop with a W notation) 
 Late registration with instructor permission 
 Late refund/drop/withdrawal petitions 
 Incomplete grade forms (electronic process for student-instructor interaction to agree on 

condition of incomplete) 
 Schedule conflict waivers 
 Self-service change of basic demographic information which does not affect residency 

(e.g., e-mail address) 
 Transcript/Enrollment verification requests   
 Other petition processes are also being reviewed in conjunction with Student Services 

and the Instruction Office with the goal of potential automation. 
 

9. Student Support: Counseling & Student Services Support 
There are several services that are provided to our online students.  They include the following: 

 BOG application online 
 FAFSA application online 
 Registration services online 
 Access to counselors online 
 Online student orientation through Etudes 
 Access to forms via A & R and Student Services 
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 Online technical support through ETUDES Student Help Desk and the Instruction Office 
 Online catalog 
 Online schedule 
 Online office hours with online faculty 
 Online Library services including online resources available to students 
 Online bookstore services 
 Online unofficial transcripts 
 Online grades 
 Online employment listings 
 Online internship listings 

 

LTCC is currently working on providing additional services to online students.  Please see the ÒFinal 
RecommendationsÓ section of this report for specifics. 

 

10.  Disability Access 
Ensuring that our DE courses (including all materials and resources) are accessible to students 
with disabilities is a shared institutional responsibility and taken very seriously at LTCC.  The 
online faculty go through a rigorous process and work with the Disability Resource Center staff 
to ensure that their course content is explained thoroughly to the DRC specialist and that 
appropriate accommodations are made if a DRC student needs assistance.  LTCC is in 
compliance with the American with Disabilities Act of 1990 and provides accessibility for 
persons with disabilities with reference to our online DE courses.  LTCC follows the 
ChancellorÕs office ÒGeneral PrinciplesÓ in ensuring that DE courses are accessible to students 
with disabilities.  (Please see Appendix ÒAÓ Ð Distance Education Guidelines, ChancellorÕs 
Office, California Community Colleges, Academic Affairs Division) 

 

11. Library Support of Distance Education 
The LTCC library supports distance learners in a number of ways: 

 Hands-on, customized support, training, and instruction in accessing and completing 
courses 

 Course reserves offered in print and online formats, linked directly through our online 
catalog 

 Electronic resources, such as e-books and subscription databases, in all subject areas 
 Toll-free phone reference service offered via the CCC Confer ÒLTCC Library Meeting 

RoomÓ which is available anytime the library is open 
 Online research tutorials available 24/7 from the library web site 
 Electronic style guides for MLA, APA and other citation formats 
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 Email reference for Inter-Library Loans and other library services 
 Online plagiarism prevention resources 

 
The LTCC library supports DE instructors in a number of ways: 

 Course reserve dual-format textbook set up and liaison with bookstore 
 Research and Ôextra creditÕ assignments expertise 
 Assistance locating curriculum content in multi-media formats 
 E-reference for Inter-Library Loans and other library services 
 Materials purchasing services at faculty request 
 Online plagiarism prevention resources, including Turnitin.com class set up and on-

demand originality reports 
 

All full-time library staff are ETUDES certified, and trained in using CCC Confer to provide hands-on 
research tutorials to individuals or groups via toll-free conference calls.  In 2010 the library plans to 
develop its own online multi-media tutorials, using screen capture software, which will be available 24/7 
from the library web site. 

 

12.  Authenticate Student Participation 
Several assurances take place to ensure that the student who registers in a DE course is the same 
student who participates in and completes the course.  This includes providing the majority of 
our DE courses with ETUDES, a secure CMS that requires the student to Òlog-inÓ with a student 
ID number and an additional password.  Only registered students are eligible to receive these 
log-in privileges.  
 

LTCC ensures the protection of student privacy and will notify students at the time of class 
registration of any charges associated with verification of student identity.  
LTCC has two additional CMS that are currently being used in DE courses.  These are: 
1) Moodle:  

 This CMS site is secure. 
 Students are required to login and have a password to participate. 
 Students must show a valid ID in order to take the face-to-face exams. 

2) Yahoo Groups:  Scott LukasÕs course management system uses Gradesource and this assigns 
each student a unique code that they have to use.  As well, they log into Turnitin.com and 
Google Groups, thus providing redundancy in terms of verifying their identities. 
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13.  FTES Calculations 

 
FTES is calculated in compliance with Title 5 regulations.  Prior to regulatory changes which 
became effective in June 2008, there was a significant difference in the potential FTES generated 
in lecture courses compared to those courses with a lab component.  The changes implemented 
allowed LTCC to utilize weekly student contact hours rather than credit hours in the calculations.  
This revision to the independent study accounting method reflected the equivalent student effort 
required regardless of whether the lab course was held on campus or in the virtual classroom. 

 

FTES Generated by Credit Distance Education

0.00 8.72
30.32

118.88

214.06

269.74

0

50

100

150

200

250

300

2003-2004 2004-2005 2005-2006 2006-2007 2007-2008 2008-2009

Academic Year

U
nf

ac
to

re
d 

F
T

E
S

 
 

14. Final Recommendations 
After thorough review of the DE program at LTCC, several recommendations are offered to 
continue to move towards excellence with DE course offerings.  These recommendations will 
also assist LTCC in providing integrated planning for the fiscal, technical and human resources 
needed to deliver DE courses.  In addition, LTCC can use these recommendations as a guideline 
to provide ongoing and continuous evaluation that will lead to improvement of our DE program.  
These recommendations follow. 

 
 

BACKGROUND: 
The Distance Education Committee was formed in fall 2009 to write the first Distance Education 
Program Review.  Committee members included: 
 Nancy Barclay, Distance Education Coordinator 
 Dave Burba, Technology Specialist 
 Sandi Jorgensen, Assistant to the Dean of Instruction 
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Tracy Thomas, Interim Dean of Student Services 
 Treva Thomas, Director of the Tutoring Learning Center 
 Esta Lewin, Counselor 
 Aaron McVean, Institutional Researcher 
 Cheri Jones, Director of Admissions and Records 
 Susan Middleton, Interim Vice President Academic Affairs & Student Services 
 Diane Rosner, Dean of Instruction 
 
The committee looked at the current support structure in place for the Distance Education program.  In 
addition, the committee reviewed areas that are in need of additional support with the goal of providing 
a wide range of services to our Distance Education students.   

 

STRATEGIC GOALS based on RECOMMENDATIONS in DE Program Review 
The goals listed below will become the Òaction planÓ of the Distance Education Committee, once this 
Program Review is adopted and approved by the shared-governance bodies of LTCC.  The timeline for 
implementation will be a 3 year period.  
 

A. Student Support 
GOAL #A1:  Develop a comprehensive online tutoring program that offers online tutoring in 
all disciplines offered face-to-face.  This could include possible resources like live chats through 
ETUDES, and online whiteboards for tutor/student interaction. 
GOAL #A2:  Develop a web portal for access by DE students to receive comprehensive 
student support services, assessment, financial aid, online student orientations, counseling, and 
library resources. 
GOAL #A3:  Develop a quarterly review process that assesses the level of technical support 
for online students.  Analyze the collected findings from live or online student helpdesk ÒticketsÓ 
to streamline the process for students. 
GOAL #A4:  Develop a new online campus-like climate to support students and provide 
opportunities for them to feel part of the campus community. 
GOAL #A5:  Develop a procedure to improve retention of DE students.  For example:  
electronic communication for ÒEarly AlertÓ emails, and automated ÒSARSÓ (Student Automated 
Retention System) telephone calls. 
 

B. Faculty Support 
GOAL #B1: Provide programs, services, and the necessary additional technical support staff 
to assist faculty in the development, design, evaluation, and on-going maintenance of new and 
existing quality distance learning courses.  This could include funding for faculty ÒmentorsÓ to 
assist the current part-time Distance Education Coordinator. 
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GOAL #B2:  Develop and implement a long-range plan for distance learning staffing and 
resource requirements. 
GOAL #B3:  Hire one full-time faculty coordinator/director, to assist faculty in the 
development, design and on-going maintenance of distance learning courses.  This new position 
could also identify new niche markets for online program development opportunities. 
GOAL #B4:  Establish methods to aid faculty in continuous evaluation of distance learning 
courses and programs to improve student performance and retention. 
GOAL #B5:  Identify resources for the establishment of continual funding to support faculty 
development for online faculty to enhance the interactive nature of their courses, building of 
community,  and improve student retention.  This could include funding for Webinars, Online 
Seminars and the annual Etudes Summit. 
GOAL #B6:  Identify, develop and promote models of best practice. 
GOAL #B7:  Conduct staff development seminars to highlight the quality distance learning 
courses developed by our LTCC faculty; highlight course components that are innovative and 
show exceptional academic rigor and pioneering techniques. 
 

C. Institutional Support 
GOAL #C1: Admissions and Records: With the support of the new ERP, implement the 
automated processes listed in the DE Program Review to provide DE students with the forms and 
waivers necessary to transact their business online. 
GOAL #C2: Budget Review Process: Identify budgetary resources to support the 
infrastructure for the DE program.  Evaluate the institutional commitment to support said 
infrastructure. 
GOAL #C3: Academic Senate: Develop evidence of institutional effectiveness that will 
require LTCC to apply SLOs and Assessment strategies to all distance education courses. 
GOAL #C4: Institutional Researcher: Develop a mechanism to systematically compare 
traditional face-to-face Assessments with those of DE courses.  
GOAL #C5:  VP of Instruction: Create an official portion of the College Catalog that 
documents and clearly explains the collegeÕs DE program. 
GOAL #C6:  Hire a part time Director of Distance Education in 2010/2011, who oversees and 
manages the DE program. 
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D. Staff Support 

GOAL#D1:  Support Staff:  Hire adequate support staff specifically assigned to the 
Distance Education Program to provide help desk services and to interact regularly with online 
students in an effort to promote student engagement and retention. 
GOAL#D2:  Computer Staff:  Provide adequate staffing in Computer Services to manage 
the technical aspects of supporting online students (e.g., data uploads). 
GOAL#D3:  Training:  Provide regular comprehensive training and professional 
development to staff of the Distance Education Program in order to increase knowledge; improve 
services, and maintain technical proficiency. 
GOAL#D4:  General Training:  Provide general training as needed to staff indirectly 
involved with the program to ensure a basic level of understanding of systems and offerings.  
The objective of this goal is to allow the staff of Admissions & Records, Student Services, 
Instruction Office, and instructional departments to provide general assistance and referral to the 
Distance Education Program staff. 
GOAL#D5:  Best Practice:  Identify, develop, and promote models of best practice. 
GOAL#D6:  Long Range Plan:  Develop a long-range plan for future staffing by 
identifying the FTES and/or enrollment breakpoints at which staffing needs to be adjusted.  
Because staffing changes are not automatically triggered by increases or decreases in course 
sections (which automatically causes the number of instructional faculty to be adjusted), the 
planning process is intended to promote adequate staffing levels and ensure that students receive 
exemplary support. 
 
 
 
 
 
 
 
 
 

 



Proposal for Distance Education Program Support 
Year 1:  2010-11 

 
 

1. Background Support Information 

During the 2009-10 academic year, the Distance Education (DE) Program Review 
committee participated in an extensive review of LTCCÕs current expanding DE 
Program.  This proposal for additional support is based on the findings and Final 
Recommendations of the CommitteeÕs report.  For additional background material, 
please review the attached DE Program Review.  This proposal is also supported 
by the growing number of LTCC online students and FTES generated revenue as 
demonstrated by the chart below. 
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In addition, AACJC mandates that DE programs are supported by the institution 
and that quality oversight support and resources be allocated that demonstrate the 
institutionÕs financial support to their DE program. 
 

2. Staffing Proposal 
Hire a part-time Director of DE in 2010-11 who oversees all aspects of the DE 
program.  This person will: 

a) Oversee and manage the DE Program in all aspects of its entirety 
b) Interface with all departments on campus that are impacted by the DE Program 

including: 
- Student Services 
- Admissions & Records 
- Tutoring and Learning Center 
- Disability Resource Center 
- Instruction Office 
- Student Helpdesk 
- Library 
- Computer Services 

c) Interface with the technological and ETUDES support of online students 
d) Interface with the part-time faculty DE coordinator 
e) Drive the student support side of the DE Program 
f) Ensure that the DE Program Review Final Recommendations are being 

addressed 



g) Participate and oversee accreditation requirements of ACCJC and assist with 
writing the self study document in coordination with the Dean of Instruction 
and the Accreditation Committee 

h) Work with Academic Senate to alleviate concerns and promote a distance 
education program that showcases high quality, effective online instruction. 

i) Confer with counterparts at other colleges to identify best practice models that 
can be adopted at LTCC. 

j) Coordinate with the ERP Implementation Team to utilize the tools available in 
Datatel Colleague to best support online students and improve self-service 
options. 

k) If TRIO grant is funded, work closely with the TRIO program staff to improve 
success of online students in the TRIO program. 

l) Monitor and develop methods of improving retention rates in online courses. 
m) Create web site content, schedule content, and messages to communicate with 

online students in an effort to enhance student engagement. 
 

3.   Future support to implement in Year 2: 2011-12 
 Fund final recommendations not completed in year one 
 Move Helpdesk out of Instruction Office and develop another model of 

student helpdesk support  
 Conference/travel for part-time DE Program Director 
 Professional development. 
 Monitor effectiveness of implementing DE Program Review Final 

Recommendations 
 

4.   Future support to implement in Year 3:  2012-13 
 Adjust budget and staffing to reflect changes in enrollment and FTES. 

 



Cost Breakdown for DE Support 
 
 

1) CURRENT Expenses and Support as of 2009/2010 AY 
a. Etudes Licensing and Usage Costs   $24,555.00 
b. Etudes Helpdesk Support     $  8,300.00 
c. DE Faculty Support part-time Coordinator  $28,604.00 

TOTAL:             $61,450.00  
    Eliminate Helpdesk ? in 2010: -    8,300.00 
    TOTAL Expenses for 2010:   $53, 150.00 

    
2) NEW Proposal Expenditures for Additional Support 

a. 20 hours /week @ $34.88/hr for DE Director, Range 54, Step 1 (Per Susan 
Walter, February 2010) 

b. 11 months/year (48 weeks)=$33,484 x 5.229% Benes = $1,750.00. 
c. TOTAL NEW  Director Costs with Benes  $35,234.00 
d. Office Supplies                                           $      200.00 
e. Internet Marketing of LTCCÕs DE program   $  2,000.00 
f. Total Request for NEW  Position:   $37,434.00 
 

3) NEW Proposed Total Expenses/Costs:   $90,584.00 
 
4) Revenue Source: (Revenue generated by courses offered through Distance 

Education courses for 2009/10) 
TOTAL REVENUE:       $1,266,356.47 
 
 
Existing Support as a 
Percentage of FTES Revenue:             4.85% 
 
 
New Proposal and Existing 
Support as a Percentage  
Of FTES Revenue               7.15%  
 
 

*There are costs associated with the support of the DE program that is currently being 
absorbed by the Instruction Office. 
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ASSO C I A T E IN A R TS G E N E R A L E DU C A T I O N C URRI C U L U M 
Lake Tahoe Community College 2010-2011 

The following requirements are for the General Education of the Associate in Arts degree.  Information on this sheet 
applies to students who began at L T C C during the 10-11 academic year .  If you began before that time, check the 
catalog in effect at the time of enrollment for degree requirements.  Meeting the General Education requirements for 
an A.A. degree does NOT satisfy requirements for a bachelor's degree.  See Transfer Information in the catalog for 
more details.  Waivers, substitutions, or exceptions must be approved by the Vice President, Academic Affairs and 
Student Services of the College.  Students must earn a minimum of 90 units, to include general education, a 
major or concentration, and electives. 

G E N E R A L E DU C A T IO N PH I L OSOPH Y 
The general education requirements for the A.A. degree at Lake Tahoe Community College are intended to provide a 
broad yet integrated introduction to the skills, knowledge, and insights that are the foundation of a college education. 
By exposing students to different areas of study we, as a College, seek through our general education offerings to 
foster a critical awareness of the variety of means through which people comprehend the past, present, and future. 
These requirements reflect the conviction of the College that those who receive their degree must possess certain 
basic principles, concepts, and methodologies both unique to and shared by the various disciplines. The general 
education experience enables students to use this knowledge when evaluating and appreciating the physical 
environment, the arts, the culture, and the pluralistic society in which they live. Through this broad spectrum of study, 
students discover the interdisciplinary nature of knowledge. Further, since learning is a lifelong process, general 
education should lead to better self-understanding and the capacity to adapt, respond, and grow in a changing world. 
Finally, general education instills in students the skills of logical thought and reasoning, clear and precise expression, 
intellectual inquiry, and critical analysis. 

!"#!$%&$$#'()*+,$-.//0'*123*.' !
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(Note:    COU  101  or  PET  101  can  be  combined  with  any  DAN,  PED,  PEF,  PEH  143A  or  approved  WLD  courses  to  meet  4  unit  requirement  -  
please  see  a  counselor  for  list  of  WLD  courses  approved  for  Area  6.)  
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(!"#$%$&courses  from  above  may  be  double  counted  in  this  area)      Shaded  Courses  are  offered  ONLINE!
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