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: Foreword -

3 Elizabeth Houdek's logical and thorough treatment of this subject grows
- - from her recognized expertise and experience. She has taken each aspect of
. anongoing processand examined it in detail, providing checklists and other
..~ “how-to” suggestions. As reviewers of this publication have indicated, her
-~ guide will be invaluable for those beginning to work in this area and will be
“- an excellent ongoing reference.

- In addition to comprehensive coverage of this subject, a wealth of
malerial is presented in the appendix to each chapter, including a list of

" additional sources of information. Throughout this guide, Ms. Houdek

. stresses the importance of sound working relationshins with instructors and
- the elements in those relationships.

This guide is onc of several addressing aspects of distance education. In

. this series are publications for students, for people preparing courses, and

for those responsible for the overall management of distance education
programs. Each guide has becn prepared to share experience and suggest
proven methods for developing and sustaining effective programs.

Charles E. Kozoll
Editor
Guide Series
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Introduction

I found the course 1o be interesting and was particularly
pleased with instruction on a one-to-one basis.

I was very aggravated io receive my “graded” lessons. I

: don'’t believe they were read, and no comments were ever
3 given pertaining to being on the right track, needed
improvement, etc. When a professor is rot interested in
helping students, I see no reason why helshe should teach.

As these comments from independent study students indicate, managers
of distance education programs must do more than recruit students and
prepare instructional materials for them to use. The other essential element
is the course instructor. What distinguishes *self-study” from “self-teach-
¢ ing” is the one-to-one tutorial relationship between student and instructor.
When the chemistry of the relationship is right, teaching and learning at a
distance is a challenging, exciting, and ultimately deeply satisfying experi-
“  ence. When the chemistry is wreng, the result is boredom, frustration, ahigh
noncompletion rate, and a lot of negative feelings about the program.

This guide is intended to help you promote “good chemistry™ in your
program by getting and keeping scif-study course instructors whe are
knowledgeable, enthusiastic, committed, and well prepared. Many of the
examples and suggestions in this guide come from experienced distance
. education course administrators. Not every technique woiks in every
¢ situation, but the information presented here should provide a good begin-
. ning point. And if youare onc of thosc experienced administrators, perhaps
you will find somc ncw idca to usc in your program or the answer to some
particular problem.

Before we begin, a notc about terminology: in the context of this guide,
the term _istance education program of course means an instructional
system that is under the control of some sponsoring organization in which
instructors and students are scparated in time and space, but maintain an
ongoing relationship with onc another through various communication
media. The instruction mayculminate in the carning of some form of formal
credit or it may be entirely credit-free.

3 Some of the topics we will consider arc:

¢ 1. Recruiting good instructors—what makes a good distance cducation

instructor, matching the characteristics of the corsc and the instructor,

finding sources for instructors, and some factors that may limit your

3 choice of instructors

1 L
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2.  Orieniation—how your program staff can get instructors startedonthe
right track, kinds of helpful information you can provide about your -
program and about distance education in gencral, communicating cleu'
expectations, and creating contracts

',fi

3. Supporting the course development process—-the role of the course. * :
editor-designer; using course authors' manuals; working with outside - -
resources, curriculum committecs, and academic departmcnts, ;
credentialing bodics; and solving problems before they getinto pnmor ;
onto tape '

4.  Supporting the instructional process—providing clear and consisient |
policies and procedurcs, problem-solving techniques, and on-gomg
support services

5. Evaluating courses and instructors—using course cvaluations and -
student feedback in the course revision process, dealing with problem
instructors, and rewarding innovation and excellence y

¥
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' Recruitment

The instructor was obviously interested in how I performed
and his information was quite helpful to me.

This student’s comment epitomizes the instructor we would all like to

© have for every course in our distance education programs. However, asmost

program administrators are i ainfully aware, such instructors do not usually
just waxk into our offices and velunieer their ssrvices

Recruiting good instructors for writing and teaching courses is not an

. exact science: like all people-related enterprises, it involves a considerable

element of intuition. The information in this chaptericintended as a general
guide to the process; each program will adopt sources and strategies that fit

= its particular needs and constraints. In the information that follows, the term
. instructor is used to mean both those who write course materials ang those

who teach the courscs. Depending upon your program, these tasks may be
done by different people, or the same person may both write and teach the
course.

We will consider some characteristics of good “distance educators,”
some possible sources of instructors, and some of the limitations you may
encounter in recruiting. The appendix to this chapter outlines the general
recruiting process for onc program.

THE “IDEAL” INSTRUCTOR

Whois the “ideal” instructor of distance education courses? The ideal is

- someone whose personal characteristics best match the needs of the pro-

gram and its students. For example, if you are offering an undergraduate-
level academic coursc in psychology, the instructor needs to have academic
credentials and some expericnce with studentsat thatlevel. If, however, you
are offering a course dealing with new tax laws for a group of bankers, you
might want to look for an instructor with a background in govemment,
banking, or accounting.

Nevertheless, because of the nature of distance education, it is useful to
think in terms of certain characteristics or competencies that can guide your
recruiting process:

1. Ability towritc clearly and to distinguish between writing for pecrs and
wriling for students. Teaching at a distance depends upon written
communication. Students learning at a distance need to have a sense of

ERIC 10
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4 Managing Distance Education Courses

“personality” from the writing, afeeling that thereisalivehumanbeing -
mediating between them and the course content. Therefoee, the writing -

needs 10 be conversational, rahermnw.demmotbmumnc.lfa, ;
potential instructor does not have a lot of writing experience or is 7
marginally deficient in writing skiils, he or she need not be automati- / ~f

cally eliminated from consideration, but your program should have
enough editorial or course development resources 10 assist the indi-
Knowledge of subject and enthusiasm for the teaching-leaming pro-
cess. This and writing skills are the two criticl characteristics fora
good distance cducation instructor. The other characteristics whichare - -
listed below are marksof a flexible and open personality—thekind thet
cven without prior experience is likely to devclop into a good distance ;-
education instructo:. 3
Willingness and ability to create and maintain written dialogue with * -
students. Writing good course material is only half of the distance -
teaching process. The essential other half is sustaining the tutorial
relationship between instructor and student through written comments
on the student's work and responscs (o questions.

Ability to anticipatc questions and problems and provide solutions.
Students who are not in the classroom cannot stop the instructor toask
a question or request clarificatior. Instructors who are sensitive tothe .
most frequently asked questions can provide the nccessary explana-
tions in the written matcrial, saving siudents som: time and frustration.

Willingness to dcal with students on an adult-to-adult basis, recogniz-
ing skills and experiences students bring to the learning situation. The
majority of students in distance cducation programs are over the age of
twenty-five, and most have a varicty of life experiences, including
families, jobs, and community involvement. The instructor who projects
an attitude of authoritarian omniscience will foster dislike or discour-
agement in students—which is not an asset to your program.

Commitment to distance cducation program policics and proccdures,
that is, obscrving dcadlincs, following directions, scheduling adequate
time for distance cducation activitics. This is a characteristic youcan't
always detcrmine before you recruit an instructor, but clear expecta-
tions and simple procedurcs can prevent many problems.

Willingness to consider nonprint forms of instruction ‘if appropnalc o
your program) and to cooperate with media specialists in producing
such maicrials. The key here is “willingness”—it is part of the flexibil-
ity and enthusiasm mentioned above. Indecd, the opportunity to work
with nonprint media may be a factor that attracts instructors.

11



t Al other factors being equal, the instructor who becomes a successful

- and satisfied distance educator is a persor who is knowledgeable but not
. authoritarian, is flexible and imaginative, andenjoys the one-10-one cngage-
E ment of the stadent’s mind with his or her own.

| ORGANIZATIONAL FACTORS IN RECRUITMENT

g Several other key factors affect your recruitment strategies. They can
: represent restrictions on whom you may recruit, or they can sugg2st some
- previously untapped pool of potcutial instructors.

t Program Size

- Is your program a large onc with 2 wide variety of different types of
 courses, or a small program specializing in only one subject arca? Some-
- times the size of a program affects the amount of funding available for
instruction. For example, if funding for supportactivitics such asorientation
- and editorizl support is small, you may have to look for more experienced
. instructors who will nced a minimum of assistance to begin the writing—
E teaching process.

. Administrative Structure

If your program has asponsoring institution, there may be restrictions on
: 15ing instructors from outside the institution. If your program has courses
. in only one subject arca, you may have to recruit your instructors from a
: small group of pcople who arc specialists in the subject. Equal opportunity
. and affirmative action programs will probably have a significant effect on
- Your recruiting efforts, both in terms of the soutces you use and the choices
- You make among a pool of applicants.

- Job Expectation

Are yourecruiting acourse author (writer) ora course instructor, or is one
: person expected to do both? The characteristics of the person you recruit
- may be different, dependi- g on the nature of the task. You also need to
- consider the technological level of the course: Does the instructor need to
be experienced with instructional media such as audiotape or vidcotape,
; computcrs, or broadcast media?

; Characteristics of Instructors

"~ Isaninstructorexpected to be primarily a “content” expert ora“process”
- expert? Again, this relates to the task and the Jevel of assistance available
- from your program staff. In a program that is not based in an academic
i3~ you may find individuals with a high level of knowledge about
an]: KC x policies, and so forth, but little or no experience in sharing that

wll Toxt Provided by ERIC
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6 Managing Distance Education Courses

knowledge with others. Your program will probably have to provide tbe
expertise to help your “‘content expert” uanslatematsubjecthrowledgemb
effective instruction.

You may also deal with the opposite situatio if, for example, youue
developing acoursearound atelevision series ora similar, already produced
source. In that case, you may look for an instructor with strong “interpreta- -
tive” skills to help students make sense of the content they are seemg or-
reading. E

Characteristics of Students '»‘;1

Whatis the demographic profile of your students? If yourprogmmm
amultiethnic, multicultural student population or a special population such
as incarcerated students, you will want to recruit instructors who are::.
comfortable with that type. Conversely, if your students have relatively . .
homogencous characteristics. you will probably look for ar: instructor with
somewhat similar characteristics, assuming that other factors allow you to
make the choice.

SOURCES OF INSTRUCTORS

Once you have a general idea of the kind of instructor needed, where do “
you begin to look for that person? Just as in any other scarch for employwc,
there are both formal and informal sources.

If your program is based in an academic institution, your instructors are E
likely to be recruited from among the institution’s faculty or from adjunct -
instructors who are approved by the various academic departments. If your -
programissclf-supporting and freestanding, yo might recruit your instruc- >
tors from professionals in the subject area of the course.

In mostacadcmic institutions, recruiting aninstructor may be are*tively *
formal process involving a request to a specific department of . . “ean’s |
office. Inanonacademic situation, the nature of thecoursemay ¢ * 3 - hat’
channels you can use to recruit an instructor. For example, acuare .atcan -
be used toward some professional certification may require an ins‘ructor .
with specific qualifications, in which case you may need towork thmughthe
certifying agency to obtain a qualified person.

There are also informal sources, such as peer networks, that can bey
fruitful sources for recruiting. Keeping current with the literatur. in the field. -
of distance education or with subject information sources is a good way 10 -
find out “who is doing what.” Sometimes this can lead to ideas for new .
courses, as well as provide scurces for instructors. A distance education -
administrator witha widc range of contacts ineducational organizationsand .

13



£ in his or her community is in the best position 1o tap into the informal
F-sources. And don’t forget the distance educators already teaching for your
" rogram—word-of-mouth recruiting by an enthusiastic instructor can be
- your most fruitful source of new talent.

* Atoneuniversity, six faculty embers are chosen each year by aprocess
 thatbegins withstudentnominationsfor “University Professors.” Cneof the
k- rewardsof being selectedis thechancetoteachacourse of one’sown design.
¥ Because of timely contacts between those instructors and the director of the
. distance education program, several of the University Professor courses
E’ have become successful distance ed;mtion courses.

. Another example isa remarkabl course in d-af language and culture,
. which grew out of a series of workshops for persot.s in sales and public
. serviceprofessions to help them unaerstand and communicate with hearing-
- impaired pcople. An imaginative faculty member at the local college helped
E this energetic and committed instructor turn her workshops into college
E coursesanc eventually put herin touch with the distance education program.
- A coordinatzd cffort among the instructor, the distance education program,
- and the university’s educational telecommunications facility produced a
course that neatly integrated print materials, videotape, and the instructor’s
¢ foedback to students into a highly effective way to reach students who could
. not take the course in a classroom setting.

.. Wrilten information about your program can be a potent recruiting tool.

Catalogs, brechures, and news releases can altract potential instructors as
- well as students, especially if your program is perceived as one that can help
. solve problems for students or help instructors reach a wider audience.
f Many institutionally based programs routinely send copies of theirinforma-
E tion to all instructors and key administrators every year.

: LIMITATIONS TO THE RECRUITING PROCESS

¢ Thelimitations youmay encounter in recruiting instructors are generally
- of two types: institutional and situational.

- Institutional limitations are more common in academic distance educa-
- tion programs. These may include problems of teaching overload, depart-
. mentsappointing someone other than the person you want for your program,
. or qualificd instructors who are unable or unwilling to work for your
. program. Nonacademic programs may encounter problems with finding
L enough funds to attract qualified writers~instructofs or with outside agen-
© cies controlling the pool of qualified instructors. Sometimes there is litile
- youcandoaboutinstitutional limitations; somcun.cs some careful politicking
-0 © odof time can change the situation.

gulilie
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8 Managing Distance Education Courses

Situational limitations include conflicts of time, instructors lacking* %
access to facilities for writing orteaching the course, or instructors whoare <
unwilling to follow established procedures. Sometimes these limitations do >
not appear until after an instructor has been recruited, but these factors will “;
probably account for the largest share of your instructor turnover. e

LNRS T e DAt aaat
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If you view recruiting as an ongoing process you may find it much less -

. frustrating—very few of us have the luxury of having instructors whose only - <3
: job is working for our programs. One element of that process might be .. 3,
: maintaining communication with instructors who are zlready working with %2
your program. Let them know how valuable they are and ask their help in %

finding other people who might be interested in teaching for your program. < <.

Another step is to identify those who teach courses you would like toadd to

your curriculum (especially if yours is an institutionally based program) and

send them information about your program or contact them infonnally. Not

every contoct will be successful, but sometimes aperson whodeclines your

first request to teach will later change his or her mind. Doing all thatycucan 3

to build a strong program that serves your students well will encourage =

instructors to work with you. After all, everyone wants to be associated with

a “winner.”

APPENDIX TO “RECRUITING”

The following outline describes the recruiting process in the distance - 7
educaiion program at Ohio University. Because this program isbasedinan =
academic institution, some steps in the process may nct apply to freestand- 3
ing programs. Recruitment is a two-pronged program for us—we recruit not
only instructors, but courses as well.

R

Wy o

L

Step 1. We identify a need either for developing a new course or for
revising an existing course.

Step 2. Courses in this program carry resident university credit, so all .
course offerings in the distance education program must have the
approval of the appropriate academic department. The department
chairperson is contacted by memo or telephone call to request
permission to cevelop or revise the course.

Step 3. Atthe same time, we request departmental approval of an instruc-
tor. If it is an existing course and the present instructor is willing
to do the revision, approval is usually just a formality. In the case -
of a new course, we may have already identified an instructorand
will seek approval for that person; otherwise, we will ask the ' :
department chairperson for assistance in finding an instructor. In




rare cases, an instructor may approach us with a suggestion for a
course. In that case, we will ask the instructor 10 contact the
department for approval.

Step 4. Once we have reccived verbal or written approval from the
department for both the course and the instructor, we will contact
the instructor and arrange for a meeting with the instructivnal
materials editor.

Our instructors arc almost always regular ‘aculty members of the
university; because the university has several rcgional campuses, faculy
members may be drawn from thosc campuses as well as from ihe main
"icampus. Adjunctfaculty members are rare and are asually approved only if
the course requires some special expertise not usually found in the sponsor-
‘mg depart:rent. One cxample is the sccurity and safely management
- curriculum, where the course writers are government or corporate securily-
safety professionals.

~ Ifachange ofinstructors is necded in an existing course, we firstask the
present instructor to suggest someone to take over tie course. This peer
- network has generally worked well for us.

3

We use information about our program as an snformal recruiting too!.
Every year we send a copy of our course catalog and a letter (o each
- department chairperson; this helps advisors when they are deaiing with
i students and may suggest new coursces for development.

& 'We also try to make arrangements for distance students to take courses
-not routinely offered in our program. Sometimes a number of requests for
v the same course will prompt a department to consider making it a regular
{ course in our program.

A distance educationprogram that is not based in an academic institution
 will have to tap into other networks and sources for instructors. These
; sources can include accrediting or certifying bodies for particular subjects,
-and communily or regional schools, colleges, or technical-vocational
Lschools. Announcements or advertiscments for programs or workshops
¥ may help to identify key resource people in a particular field. In these
- situat ons, the resume or curriculum vitae, contact with references, and
F personal interviews are important in the process of recruiting and selec.ling
F instructors. Again, the director of a well-focused, well-developed distance
: education program is in the best position (o attract successful instructors.

-yd
o
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Independent study is a reognized and indispensable part of
Americ._neduscation. (Standards of the Division of
Independent Study of the National University Continuing
Education Association, revised 1989).

Now that you have recruited a course instructor who is knowledgeable

~and enthusiastic, you want to provide experiences for the instructor th .t will
; encourage sensitivity tothe distance learner and commitment to the preess
. of teaching in a nonclassroom situation. Orientation activities are the first

step in helping instructors achieve those geals.

We candistinguish two major elements of orientation: philosophi- al and
practical. The philosophical element is the information you provide to help
your instructor understand the nature of distance teaching ana learning, the
needs of students, and the particular approach your program: takes to
distance education. The practical clement might also be called the “hruse-
keeping” details—information about contracts, payroll, student records,
time limits for grading, and so fi ,th.

A knowledyeable and enthusiastic program staff creates confidence in
instructors. It conveys the attitude that the program i1c well conceived and
well run and that the directions given lo an instructor can be relied upon. In
this section, we will take a look at what program staff can share with coursc
instructors. how the staff-to-instructor relationship can serve as a model for
instructor-to-student relationships, and how peer group support can bolster
instructor confidence and commitment. The appendix contains some ex-
amples of program information, suggestions for reading, and a sample of a
course development contract.

= How PROGRAM StarrF CAN HELP

This guide docs not provide an i1.-uepth analysis of administering and
staffing a distance education program, but it is important in working with
course instructors that your staff has a scnsc of sharcd mission and the
information nccessary to answer questions. In the business of distance
education, knowing how your program works, who your students arc, how
your program fits into its sponsoring institution (if there is onc), what its
history and goalsare, and whois responsible for what are all cxamples of the
power that information has to bind people together in acommon cnterpriss.
Instructors, particularly new ones, need to fecl that the distance education
Q
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12 Managing Distance Education Courses

program staff knows and cares about the program—that the staff cananswer
their questions and solve their problems.

Every staff member, no matter whathisorherpanicular job responsibil-
ity, needs to know the program’s “bigger picture.” It may be helpful 0+
review with your staff the list of questions provided in the appendix to tlns :
chapter.

We can think of the relationship between your program staff and yow% £
instructorsas a model for the relationship that we hope will develop between i*
the instructor and the student—knowledgeable, committed, and caring. fgj}

e
i

ORIENTATION ACTIVITIES

Once recruited, an instructor should be assigned to a designated staff
person who will act as his or her primary contact within your program. x.a
Depending upon ihe size of the program, the staff member may work with .
the instructor only until a course is completed and ready for student * ;
enroliments, or until one or the other leaves the program. In either case, the,
staff person should be reasonably familiarwithallphasesof the programand
should be able to communicate i.formation and expectations clearly. A . -
courteous and positive manner is essential. .

A RE

There is no single ideal model for instructor orientation. Each program
will develop the procedures that seem most comfortable and efficient. «3‘?
Howevcr, the following outline suggests some elements that need to be -
included, whether the orientation is done in one relatively formal meeung
or informally over scveral meetings with the instructor.

Elements of an Instructor Orientation
General information about distance education
Definition
Historical background
National and intematioral organizations in distance education
Information about the particular program
History and mission
Academic or vocational emphasis
Institutiona! relationship (if any); nonprofit or proprictary
Size, number of courses, general demographics of students

Gencral information about coursc formats; use of instructional tech-
nologics )

18



3 Dlstance teaching

k- Student expectations; anticipating and responding

Stylistic considerations

Format consistency

Establishing interaction

g Timeliness

' Working with the program

; Services offered to instructors

Establishing a time frame for course development

Paying for instructional expenses (e.g., telephone, postage, course
media)

Contracts, payrolls, recordkeeping

Evaluation

Personat interaction is crucial to building a strong bond between the
. instructor and the program and should not be neglected. Not all of the
¥ information must be given in a face-to-face meeting, however. Some
b programs may use an instructor’s handbook or manual, which can describe
k' policies and procedures in more detail and give the instructor something for
' future reference. A manual also helps to ensure that all instructors are given
. the same information, regardless of which staff member provides the
b orientation.

' PEER SUPPORT

A technique that is being used very successfully in some distance
k- education programs is pairing a new instructor with one who has been
¥ working with the program for some length of time. A luncheon or even a
g coffce hour provides a pleasant setting for introducing an instructor to your
¥ programand to another instructor with whom to exchange inforr:ation and
- ideas.

A variation of this is to conduct a group orientation for several instructors
. teaching in the same subject area such as mathematics or psychology. The
¢ group orientation requires some experience and skill todo well, because the
. orientation should maintain itsinteractive character and not become merely
k' alecure.




14 Managing Distance Education Courses

CONTRACTS o
The natural culmination of the orientation process is a conuacml B
agreement between the program and the instructor for developing mdlu 2
teaching a distance education course. What specific wording needs to be-.
xmludedmﬂwconmdependsuponﬁwmdxvndualprogram.dmmce
education programs based in anacademic institu.. >nwﬂlhavclegalreqmb- 3
ments different from programs that are self-supporting and freestanding. ¥
The sample contract included in the appendix covers most topics that need.”
« formal agreement, including development-teaching fee, complehondac‘
copyright provisions, policies applying to subsequent course revisions, and.
teaching of thecompleted course. Yourprogram may needonlyoneconmct v
to cover both course development and teaching, or you may need separate .,
contracts for each phase of the process. The mostxmponantconsxdemuons
in course devzlopment-teaching contracts, as in any contract, are that the }i
language is clear and unambiguous and that the rights and responsibilities "
of each party are explicit and reasonable. .

SUMMARY

The orientation process is a bridge between recruitment of an instructor
and active participation of the instructor in your distance education pro- -,
gram. The information and activities provided during orientation have both
aphilosophical and a pragmatic focus, helping the instructor to understand - -
the nature of distance cducation and its students and to leam the specific ~
policics, procedures, and services of your particular program. Knowledge- °
able and enthusiastic staff members are your best resources for orientation -
activitics; other instructors within the program can serve as peer support.
Ideally, the relationship beteen the staff and the instructor, beginning with
orientation, scrves as the model for the subsequent relationship between the
instructor and the students.

APPENDIX TO “ORIENTATION”

What Your Program Staff Needs to Know About the Program

Docs your program have a mission or goals statement? Is your program
part of alarger institution or organization? How do your program’s goals fit
into the larger framework (if applicable)?

Is your program self-supporting or docs it receive funds from another
institution or organization? Docs it receive any public funding (federal,
state, or local)?

20



: Continuing Higher Education Review (formerly Continuum). Comes with
-~ membership in NUCEA.

-American Journal of Distance Education. A newer journal under the direc-
+* tion of Michael Moore of Pennsylvania State University. Especially
good for information about Independent Study Division institutions
and programs.

;Distance Education. From Australia and South Pacific Extemal Studies
Association. Many good articles on instructional development as well
as administration of distance education programs.

. Technology in Higher Education (THE). Although primarily directed at
. classroom instruction, it has much good information on new technolo-
gies, especially computers, vidcodisc, and the like.

: ' For programs not based in an academic institution, the National Home
- Study Council provides many good publications dealing with administra-
' tion and instruction in distance education programs.

Also ake note of journals in higher education and publications dealing
‘ with various technologies.

r
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3 OHIO UNIVERSITY—INDEPENDENT STUDY
4 MEMORANDUM OF AGREEMENT

. This agreement ismade hetween (Hereinafier called the “*Author™) and the Indepen-
> dent Study Office, Ohio University, for the following described work:

- APPROVAL The Author agrees to obtain written approval of the project from
4 the department chairperson. That approval is to be indicated by
the department chairperson's signature at the bo'tom of this
condract,

. AUTHOR'S TheIndependent Study Office agrees to pay the Author the sum

' FEE of in exchange for tiic above described work.
;;DELIVERY OF Tk : author agrees to deliver the completed work by the Zate of
: THE WORK . A postponement of the date of delivery in excess of
3 30 days should have the express written approval of a represen-
1 tative of Independent Study.

. COPYRIGHT  The Author agrees that the copyright and all rights pertaining to
d the copyright for materials developed for an independent study
courscshall beheldby Ohio University. Assuch, theIndependent
Study Office assumes the right and responsibility for editing,
reproducing, revising, and adapting the materials for use in
o Independent Study.
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18 Managing Distunce Education Courses

REVISIONS

ADDITIONAL
PROVISIONS

TEACHING

Upon request, the Author shall be entitled to a royalty-free
license for the purpose of incorporating all or apomonoth.
developed materials in some other w«ktlmd\eAmhonmy
create; provided, that a license may be denied if itis detcrmined .
by Chio University that the“other work” usombcwmallylib £
the developed materials that it constitutes merely a repunt or
revision.

The Author agrees to revise ndupdnetheabovcmbd
work at the request of the lidependent Study Office for'a’
percentage of the above mentioned feetobedetemunedbythe :
prrcentage of revision and by fees prevailing at the time of the. '5
revision. .

The Author further agrees that if he/she cannot make the{;
revision at the request of the Independent Study Office, the»d
Independent Study Office will be free 10 make other amange- ;. ,» |

ments.

Should the Author become disassociated from teaching thc :
independent study course, the Independent Study Ofﬁccremm
the right to continue using these materials, revising or ldq.un;
them as the Independent Study Office and the new instructor ;‘

decm appropriate. 7
The Authorag' - :5to write the instructional materials in accord- -
ancewith thegu.delines printed in A Manual for Developing the
Independent Study Correspondence Course. "

The Author agrees to submit the outline, introduction, und first _ .
lesson to the Independent Study Office for review and approval
by the Independent Study staff and subject matter consultant
prior to writing the remainder of the course. "3

The Authoragrees to meet with the production staffof the Inde-
pendent Study Office at least twice during development of the ~
course: the first mecting o take place after the review of the
outline, introductio:: and first iesson; the second meeting totake
place after the entire course has been written, reviewed by the
Independent Study staff and the subject matter consultant, and
cdited, but prior to the final production of the study guide.

The Author agrees to assume the teaching load of this course via -
correspondence stucy. Should the Author decline to assume this |

P4



How ma;y students are served by your program? Is it larger or smaller

than two yearsago? Why? Do you serve a particular group of students (age,
3 subject area, specific organization or company)?

How ma;ycomsesdow your program offer? Are you gaining or losing

g in total courses? What courses are most in demand? What courses would
: 'ymrsmden:ﬁslikcwhavem:yourpmgmmdm'tcmnﬂyoffm

' If your program isbased in an academic institution,do the courses in your

program eaiin regular institutional credit? Canstudentscam anentire degree
: threugh your program? Do you have an exiernal degree program? If so, how
. many students are active in it?

> Knowing Your Faculty

Where were they educated? (A one-page resume of each person who

~ wriles courses or teaches in your program can be useful.)

Whatdowyom' instructors do when not working with your program (a1 2as

C of specialization in a subject, special research interests, notable interests
oatside of teaching)? Good sources of information are faculty-staff news-

letters, defartmental newsletters or annual reports, local news media,

. alumni publications, and student ncwspapers.

What teaching “styles” do your instructors have? Keep your ears open—
talk to students if the instructor tcaches in a classroom or other formal
setting. Pay attention to miedia reports about unusual methods or resources
the person fiscs in the classroom.

Encourage an attitude of professionalism among your staff. Support as
much as possiblc the participation of staff members in distance education
organizations, workshops, and conferences. Meke professional journalsand
other print resources available and cncourage your staff to read them. Make

; connections with other distance cducation programs and encourage your

Tt T

staff to do the same.

Resource Organizations for Distance Educatior Programs

The two principal organizations in the United States that encourage and
assist in the development of high quality distance cducation programs arc
the Division of Independent Swdy of the National University Continuing
Educetion Association (NUCEA) and the National Home Study Council.

The Division of Indcpendent Study is open to distance education pro-
gramsand their individual staff mcmbers whose sponsoring institutions are
members of NUCEA. The division focuses on academic distance education
programs and promotcs cooperation within and between institutions, rela-
tionships with cxternal agencics such as the military services, high quality

Q
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16 Managing Distance Education Cou,scs

" N . % . ’ W . I
o > % instructional mairials, and efficieht and eﬂ‘gﬁvc student services. 3
T ¥+ givisionoffersmany dportunitics for professionlt developmentol i

cducation program staff,

The National Home Study Council serves a similar purpose for'e o

ctary distance education organizagions. Italso a rigorous accim}Y

o 1 tatinplogia for thosE iganizations andnit@imany servicestoded

¢ -+ andymaigiein guality rograms.
Participating in the organization appropriauﬁ) your program gives; y
and your staff a wealth of resources and opportunitics and enhances >~

image as a credible operation. 8
o e L ek e 'sc =
. Basic Books for Distance Edulation Progham Stafy

. This is a"sclected bibliography of materials that your program showkl
have or be able to obtain through interlibrary loan. .

, Books .
*:} oy Adults q.g;l;eamcrq,.hy K. Patricia Cross...}:S ass, 1981.
A ¥ " ¥ e ot

t ~_“ThéChanging Worldof Corrékpondence Studj éitod by Ossian MacKenzig
5. and Edward Christensen. McGraw-Hill, 191, ?
Correspondence Instruction ir the United States, cdited by Ossiax
MacKenzic, Edward Christensen, and Paul Rigby. McGraw-Hill, 1968:

' T '

PR 194 3

Distance Education: A Survey and Bibliographg, by Borje Holmberg. Nix
cholas Publishing Co., 1977. An excellefitréSource by onc of Europe’s’
noted rescarchers in distance education. E,

Learning at the Back Door, by Charles Wedemeyer. University of Wm-*j
sin Press, 1981. One of the best recent works on nontraditional
cducation. ‘ %

NewDirections for Continuing Education. Anoccasionai series fi rom Jossey--
Bass, dealing with many aspects of contizming education. One of the
good titles for distance cducation programs is Teaching Adults Effec-
tive'y, No. 6, 1980.

Readings in Principles of Distance Education and Readings in Distance
Learning ana 'nstruction, cdited by Michac! Moore and Christopher.
Clark. American Center for Study of Distance Education, Pennsylvanis
State University, 1989. These two publications bring together much of,
therecent scholarshipin distance education, most of which hasnotbeea:
published elsewhers. 3

22

o L.



load, Independent Study reserves the right to cancel this con-
tract and payment. Should the Author be unable 1o teach the
course due to departure from the University, he/she will assist
the Independent Study Office inlocating anew instructor for die
course in order to be eligible for psyment.

(Author’s Signature)
(Soc. Sec. No.) Q
. This agresment has been signed on }
(Date) 4
Ohio University Independent Study Office
By:
Date:

Department Chairpersca’s Approval: | approve the above-named Author for the
work indicated and for teaching this course via correspondence study.

(Signature)

(Date)
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Chapter 3 R | Chupe )

- Rectuitment
Supporting the Course Development | ..,
- Process Onicotaion
Cg:a‘:" ilng
Our jb as course editors is to make your knowledge look as ;i)!ce e"wrse
good as possible ix print. ﬁ;cgf'“““

In this chapter we move from °he preliminary stages of recruiting and | Chapter4
on>niation of instructors to the first of the two key elements of distance |  3UPPoting
education: preparing instructional materials for students .caming outside |  a Distance
the classroom walls. (The second key element, tutorial instruction, will be Chapeer s
the subject of the next chapter.) The essential question in course develop- | Evaluation
ment is; How can we help the course instructor transfer his or her subjec!
knowledge and personality into a form uscful &- the student? We will look
at ways to help this happen, including the rolc of coursc development staff,
using course author manuals and some of the topics covered in them, and
working with outside resources such as media specialists, review personncl
or committees, and credentialing agencics.

Althoughcoursc materials for distance cducation range from very simple
photocopicd noles to packages that integrate the most advanced ciectronic
tecanologics, this guide will focus primarily on print materials. Ever;
distance cducation program uscs some form of printed instructional mate-
rials, and print materials arc the most accessible to students in al? places and
circumstances.

THE ROLE OF COURSE DEVELOPMENT STAFF

Inaddition to t~c¢ vrogram administrator, the two most importait groups
of staff for adistance education program arc a course development staff and
a student services staff. The first group makes 1t possible to offe: “ourscs;
the s :cond group makes u possible to have studenss in the program. itis a.s0
important for instructors (0 know and interact with both groups.

In recent years, increasing 1 - ‘essionalism in course design and cditing
is affecting the number and level of course developmant services offered by
distance cducation programs. Awards for exccllence in cour ¢ design arc
givenannually by the Independent ™ udy Division of NUCEA (for college-
based programs), similar recognition is given by the National Home Study
Council (for proprictary programs), and there is an vnderstanding that
distance education materials must increasingly com- ~tc with commercially
produced printand nonprint materials. These treno. nave promoted a scnse

ERIC
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of “production values” —coursematcnalsshouldlooklikemaethma
loose aggregation of unrelated parts. Asmaeanenmnlnsbeenpndb%
course development, the staff members responsible for that
have become more experienced and beiter trained, and they are ng!
networks for sharing their ideas and expertise. e

From a strongly linear, mass-production model of comscdwgn—-“ukeg
subject A, ammgcnmorderB anduwxllyleldcomsematmalsC”—m%’

knowledge and skills the course is expected to impart, and the mix of print
and nonprint materials that might best facilitate that learning. "%

In practice, the services offered by your course development staff will :
vary with the size and scope of your program and the funds available. Some
programs can offer instructors a full range of editorial services from initial
design through copy editing and proofreading, illustration and graphic’
services, and typesetting and printing. Omersmaybelinﬁ(edwpﬁnﬁngalif
distributing the matcrials. Editorial services in most programs coverawxde
range of functions thut may include the following:

»  Course development: Close contact with an instructor to decide upon
the format of a coursc; for example, the number of lessons, numberand-v‘i‘
type of cxaminations, form of submitted assignments, use of graphic
clements, usc of materials reprinted from other sources, choosing:.
textbooks.

»  Copy editing: Editing for formal consistency, clarity of language,
granimatical form; obiaining rcprint permissions; adding standard”
instructions common (o all courses in a program,; integrating nonprint..
clements; preparing manuscripts for typing or wordprocessing. -

*  Wordprocessing or desktop publishing: Although not strictly an “edi--
torial” function, usc of computers to prepare courses has blurred the
distinction between functions traditionally thought of as belonging to
cditors and thosc of typists~wordprocessors.

»  Proofreading and preparation for printing: Initial proofrcading of -
prepared matcrials, consulting with course authors for corrections and
changes, checking format and pagination, providing dircctions for
printer.

*  Maintaining course materials: Archiving, maintaining files for cam- -
cra-rcady copy, tracking textbook revisions, responding to student or ¢
nstructor problems with instructional malerials.

o .



Supporting the Course Development Process  2?
: There are two points at which course development assistance is most
'Limpotmmeﬁrsusatmebcgmmngofmmg—wnungprm.and
 the second is at the point where the materials are ready 10 be printed in final
“form. Before a course is written, clearly explain to the author the general
- structure and form of the instructional materials you use, as well as any
 limitations your students may have. Doing so will help preveat misundes-
. standings and problems such as assigning a research paper to students who
- lack access 10 a large academic library.

=~ Toward the end of course development, even the smallest distance
:f:'eduwlonpmgmnnee(k to have someone who is responsible for that final
> close reading of course materials before they are printed and distributed to
. students. Most program staff members have found that the ability of authors
 _to proofread final drafts is highly variable. Some authors are accustomed to
:.reading galleys for article or book publication; for others, the process is
.- completely new or they are simply not very skilled at proofreading their own
~work. Spelling checkers, which are part of most high-level wordprocessing
- programs, arc very helpful, but they are not a substitute for careful, word-

2
g
g

-~

Loy
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;1 by-word reading. :
. Thereis nostandard for measuring how many people are required for the
. course development function in a distance education program. Most pro- %

- grams balance the number of students, the number of courses, the skills and e
. expenence of the course authe-:, other needs for cditorial assistance
" (caialogs, srochures, forms) and the restrictions on program resources to

. amveat s reasonable number.

One of the major resources that course editors-designers use to help
- authorsare course authors® manuals. These may be thought of as““roadmaps”
_ to the actual procedures of writing a distance education course, although
- they are not a substitute for the ongoing working relationship between the
. author and the editor-designer. One of the advantages of manuals is that
authors can have a ready reference whenever and wherever they are writing.
- In the next scction, we will consider what might be contained in such a
" manual.

COURSE AUTHORS’ MANUALS

. Manuals written toassistcoursc authors cxisted asearly as the mid-1940s .
" and perhaps earlicr, but they came into common use in the 1960s and 1970s 2
" as the field of distance education began a concerted effort to change the '
image of the “matchbook correspondence school.” Part of the image change
. was (0 change course matcrials from the “read this, write that” format to

EKC
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24 Managing Distance Education Courses

something more truly approximating the course instructor’s input as he
she would teach in the classroom.

Manuals vary in format from the “stylesheet” with brief outlines andx%
checklists to the book-sized Home Study Course Development Handbook::;
(The National Home Study Council). For a good example that falls some--;
where between the extremes, see Preparing an Effective Se{f Study Cour

(Morris Sammons and Charles Kozoll) in this gmde serics.

Regardless of overall style and detail, course authors manuals need tof
have some common elements:

f"

«  Description of the conrse development ,‘rocess: This can be a rcm-/a
forcement of oral information given to an instructor as part of the:
orientation or an initial development meeting, perhaps with addmmal
philosophical background or rationale from research or practice. A‘
flow chart or other graphic presentation that identifies the elements of
the process and their relationship to one another can be helpful.

*  Yimelines: Timelines or schedules need not be hard-and-fast, but tis
helpful to the instructor to know who does what when. Timelines also ;
help to keep the course development on track and help to describe the
normal range of time for certain elements to occur. For example, if m
instructor wants to incorporate reprinted material from another source<;
as part of an instructional unit, it is helpful to know that getting reprmt
permission from x source takes approximately y weeks.

»  Formats of instructional materials: Descriptions and, better yet, ex— :
amples of the actual parts of course materials are the most helpfulpam
of any course authors’ manual. Whether your program calls these
materials a “study guide,” a “syllabus,” or something else, course
writers need to know what the parts are and how they are arranged.
Examples from the best materials in your program help to clarify your
expectations and give writers concrete models to emulate.

»  Miscellaneous helps: These include information about mechanics; for
example, in what form to submit a manuscript (double-spaced, type-
written, what size computer disk, what software), what information is -
needed for a reprint request, what kind of graphic elements may be -
included, and so on. 3

Acourseauthors’ manual may be generic, butinmostcases you will want
to produce one tailored to your specific requirements. The appendix to this -
chapter contains a short list of manuals from several distance education :
programs. A good place to begin when developing a course authors’ manual

29
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Supporting the Course Development Process 25

g is to Jook at several of these, then adapt the information and format to your
own needs.

WOPKING WITH OUTSIDE RESOURCES

Up to this point we have been concentratiisg on the resources needed for
course authors to produce the primary print materials for their courses.
However, it is more and more common for courses to be supplemented with
.. various kinds of nonprint media—audiotapes, slides, videotapes, computer
[ programs, and audio or video broadcasts. In large distance education
; programs, staff may be availablc to hclp instructors develop nonprint
~ components for a course, but the morc usual situation is that those compo-

_-nents are developed with the help of outside agencies.

In an institution-based program, the nccessary resources may be avail-

" able elsewhere in the institution. For example, a graphics production unit
may be able to produce slides or specialized drawings or prepare photo-

" graphs for printing in study materials; a telecommunications or video
.. production unit may be able to producc audiotapes or videotapes for either
.- broadcast or nonbroadcast use or sct up teleconferencing opportunities. In
freestanding programs, these scrvices may be obtained on a contractual
basis. In such cases, it is advisable for the program to act as the contracting

. agentand as the liaison between the course author and the outside agency.

Some courseauthors are know ledgeable about various forms of nonprint
media and arc comfortable in creating outlines, scripts, and the like. More
" commonly, however, the author will depend upon program staff to work
.. with media specialists. If your program is using nonprint media on even a
- relatively limited basis, at least one person on your staff nceds to have some
background in mediadevelopment. This need not involve formal training—
workshops or short courses that cover the basic terrainology and concepts
may be enough to allow your staff person tocomunicate intelligently with
media specialists. In some cases, for example where an instructor will be
part of ateam creatinga multimedia course, you may also want to offer that
instructor an opportunity to participate in some sort of training.

- COURSE REVIEW

Another aspect of course development in which your program staff may
be involved is the review or approval processes. This is most common in
programs based in an academic institution, although programs having
certain types of specialized courses may necd to deal with credentialing
organizations. Courses developed for your program may be subject to

4 "“':“L‘i W the appropriate academic dcpartment if they are offered for

ERIC
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¥ . 26 Managing Distance Education Courses

academic credit. In some institutions, courses may also be reviewed by m
institutionwide curriculum review committee.

The best preparation for course review, whether by an academic mufd
a credentialing agency, is preparation before the fact. In other words.
instructors and course development staff need to find out what the review
criteria are at the initial stage of course development. If printed guldelm
or a checklist for course review exists, obtain copies for both the instrucior
andthe courseednor—desngnersomatmecnmacanbebmltmmhecom
from the very beginning. If a course is a first-time effort in mﬂlerconlenta
structure, it may be helpful tohavea represenlatwe of lhcrewewcomnnnee
or agency act as a consultant at key points in the developmem&ocm. K

SUMMARY

In this chapter on the course development proces:. e kave lookea at
what kinds of support are needed by course writers and discussed how and
by whom such support can be provided by distance education programs.
Both the Independent Study Division of NUCEA and the National Home
Study Council provide ongoing opportunities for in-service training of
course development staff, as well as extensive resource materials to help in
the process. The appendix for this chapter contains a brief list of course
authors’ mznuals, a sample diagram for the course development process,
two samples of course formats, and course evaluation guidelines.

APPENDIX TO “COURSE DEVELOPMENT”

The following is a selected list of course authors’ manuals, which can be
requested from the respective programs. This list represents only a sample
of those available.

Brigham Young University, Department of Home Study. Home Study
Writer's Guide.

Indiana University, Independent Study Division. Writing and Teaching for
Independent Study.

University of Missouri, Center for Independent Study. /ndependent Study
Writer's Manual.

University of North Carolina, Independent Study by Extension. Author's
Guide.

Ohio University, Independent Study Program. Developing and Teaching
the Independent Study Course.

31



Supporting the Course Development Process

“University of Wisconsin-Extension, Independent Study. Teaching and
Writing Independent Study Courses.

" National Home Study Council. Home Study Course Development Hand-
= book.

< University of lilinois, The Guide Series. Preparing an Effective Self-Study
' Course.

3_’ Developing the Independent Study Course at Qhio University
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T
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28 Managing Distance Education Courses

Examples of Course Formats

I Examples of Course Using Print Materials Only
Course Introduction
*  Introductory statement
»  Prerequisites

II.

Lessons

Example of Course Using Print and Non-print Materials

Coursc Introduction—will be the same as above with additional section .
for instructions on obtaining and using non-print materials g

Lessons

Brief biographical sketch of course author
Statement of course goals or objectives

Textbooks and required supplies

Statement of grading standards

Description of examinations

Information about course paper or project (optional)
Special instructions

Reading assignment

Lesson objectives

Discussion or author’s notes
Sclf-study assignment

Writing assignment for submission

Reading assignment

Media assignment (listening or viewing)
Lesson objectives

Discussion or author’s notcs I!
Sclf-study assignment ’

Assignment for submission (may cover both print and non-print
materials)



<" The form that appears below is used by the Course Awards Committee
. of the Independent Study Division to judge and compare courses submitted
 each year by member programs. Over the years, these criteria have been
% refinedand adaptedto new technologies and new undetstanding of teaching
i and learning at a distance. In many member rrograms, the criteria have
2" served as a model of course design.

COURSE RATING SHEET
INDEPENDENT STUDY COURSE AWARDS

’ LEVEL: University  High School  Moncredit
© Course School Rating

0j]1]2}3[4{5

. Course Preface

1. Introduction, Overview, and General
Objectives of Course

2. Course Mechanics, Structure,
Special Instructions, and
Performance Standards

Il. Lessons
1. Stated Instructional Objectives

2. Supplemental Commentary, Discussion,
and Help, Including Possible Audio
and Video Components (Weighted .
twice other criteria; award 0~10 points.) N

3. Submitted Assignments and
Assessment (Weighted twice other 3
criteria; award 0—10 points.)

4. Self-Help Exercises

i§l. Communications Variants
1. Writing Style

2. Writing Mechanics and Editorial
Consistency

3. Page Organization, Layout, Cover,
Additional Graphics

IV.General Quality
)
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Chapter 4 ansssess————

 Supporting Teaching at a Distance

He made me feel that he does care about me as a student
even though it is in an independent study course.
Comments were explicit and answered the questions I had.
The instructor pinpointed my problems very well.

' Working with distance education faculty does not end with the produc-

tion of course matcrials. The second critical half of the whole is the tutorial
" relationship betweenthe course instructor and the student—the element that
. distinguishes distance education from purely self-directed learning. Help-
. ing instructors achieve and sustain a dialogue with students can often mean
the differcnce between a successful, growing program with satisfied stu-
dents and a program plagued by dwindling enrollments, confused or angry
"~ students, and unhappy instructors.

In this chapter we will focus on two ways to foster good teaching at a
distance: (1) expressing clear expectations and (2) solving problems.

EXPRESSING CLEAR EXPECTATIONS

Asyou haveseen throughout this guide, clear and honest communication
amongall staff members connected with your program and those who write
and teach the courses is essential to a program’s success. The relationship
between your staff and the instructors can serve as a model for the
instructors’ rclationships with students. Just as instructors wili have expec-
tations of their students, so too you need to let instructors know specifically
what activities are expected of them, the level of performance required, and
the support scrvices available to them.

In adistance education program where the writer of a course is also the
instructor, the transition istomewhateasier and may necd less definitionand
assistance from program stai? thz. one in which instructors must become
familiar with course materials beforc they canbegin teaching. Ineither case,
however, some necds are the same

»  Copies of the course materials: These should be given to the instructor
inthe same form as those used by the students. Copies of all examina-
tions should be included, as well as any additicnal informational
materials (policies and procedures, for example) sent to students.
Copies ofthe textbook(s) shouldalso be given toinstructors if they were

: not the course authors.

. Q
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»  Program policies and procedures: These should be in written fomund Y
contain such information as how lessons are received and remmed.
expectations of tumaround time from student to instrucior and back

3 again, the kind of written response expected on students assignments, -

: who(pmgramormsmxctnt)lsmsponsiblefampmdmgtom

requests and complainis, how examinations are aiministered and

monitored, and arrangements of payment for grading. :

. Keyresourcepeople:'I‘hcmstmctorshouldbemtmdm“dtoﬂ\epa'son(s) N
in the program who can help with uncommon probicmn= such as'
suspected plagiarism orcheating, students withspecial needs, oriflness -
or incapacity of the instructor. In some programs, instructors are given -
astaff directory with office addresses and telephone numbers and abeief .
description of earh person's responsibilities. .

In programs where those who write courses also teach the  this -
information can be placed in one section of the course authors’ manua. :hus
putting all the information in one package. Where the two functions are *
distinct, it may be preferable to create separate manuals for writers and
instructors.

In programs where course writing and teaching are separate, it is
important for the program to facilitatc communication between writers and
instructors. A combination social and business meeting, such as aluncheon, .
isa plcasant way for a writer and an instructor to share their perspectiveson -
the course and to establish communication which will ultimately benefit
their students. If such a mecting is not possible, your program can arrange |
a communication link (letter, computer, telephone) between them and
encourage its usc. Again, as in the recruitment process, pairing new
instructors with more experienced ones, even if the courses they teach are
not the same, can help build confidence and commitment.

Even experienced, enthusiastic, and committed instructors, however,
can encounter problems while working with your program. Helping to
resolve these problems can reduce y2ur instructor tumover 2nd enhance a
positive image for the program.

SOLVING PROBLEMS

Program staff members cannot solve some instructor problems such as
family or professional responsibilities that do not leave adequate time for
distance teaching or loss of interest in the course or zzcgram. But some -
common problems you may encounter can be addressed by your program. -
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:* Overload

‘ In many programs based in academic institutions, distance education
. faculty are regular faculty of the institution who teach your courses on an
~ overload basis. In general, the students taking the course through your
program are not couated in determining a “normal” teaching load in
" residence. Many programs have a handful of courses that generate tens or
: - even hundreds of enrolhirents in a year, creating the equivalent of two or
. three extra classes for that instrucior to teach.

-+ One possible solution is to use technology tc help—the assignments in

a particular course may lend themselves to computer-generated responses.
In this case (oversimplified for this example), the instructor prepares a set
of responses for all possible answers in an assignment, and these are
:  programmed into a computer, which can then identify a student’s answers
. and print out the comesponding response. As in entirely hand-graded
. assignments, the instructor may still write responses or notes on individual
> Jesson assignments. Obviously, this solution is possible only for assign-
" ments that produce a limited and predictable set of objective-type answers.

Inlesson assignments that are essav in nature, technology may notbe the
solution. Using graduate student assistants or perhaps outside graders
working on contract to assist the instructor with lesson assignments is
another altemative. This may be somewhat simplificd if the writer of the
course does not teach it, therefore allowing the academic department or
perhaps the program itsclf to hire as many instructors as nccessary for the
enrollmei.ts.

Another alicrnative is to have the course author ar.d an instructional
designer sit down and examine the course assignments to see if there are
ways to shorten or simplify the assignments to reduce the time involved in
grading. This is perhaps the least desirable alternative, because extra care
must be taken not to destroy the instructional value of the assignments in the
name of time-saving. In some cases, however, such a review may dactually
produce a stronger coursc.

Slow Grading

Hure again, a preventative strategy is more cffective than trying to
remedy a bad situation. Establishing turnaround times that are realistic for
the instructors in your program must take into account that the majority of
our students and instructors still have to depend upon the postal service to
move lessons back and forth. You also need to consider what other activitics
claim the time of your faculty. In an academically bascd program, instruc-
tors are likely to be faculty members who also teach in the classroom. In
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e

freestanding programs, faculty i “mbess may be professionals with tcspou-

sibilities in addition to teaching in your program.

lfywm;mtbcpnnmgtocstabhshaumesmdardforwn;

assignments, you may havetofmdmemostwothblemnebymnmdm.
Determine the average time to mail assignments back and forth, then add -
whatever number of days seems reasonable for instructors to grade and .
comment on the assignments, If instructors consistently miss the deadlines, -
censider extending them, but research does tell us that student persistence .
and satisfactionare improved with shorter tuaround times. Some programs
use a reward or penalty system to encoursge instructors to meet turnaround
standards; instructors may be given a bonus for grading assignments in less--
than the allotted time, or the stipend may be reduced by a certain pucennge
for cvery day over the allottcd time.

LA A,
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Because slow grading may be a symptom of instructor overioad, similar - '(:
remedies can be tried, especially providing more than one instructor or -
assistant graders for courses with large numbers of students. If slow grading -

scems to be more a symptom of lack of interest or commitment to distance

tcaching and cannot be remedicd with a reward or penalty system, thena -
tactful interview between the program dircector and the instructor isprobably

the best solution.

Responding to students

In addition to slow tumaround of assignments, the most common

complaint of distant students is that instructors do not comment on their
assignments or respond to their questions. If the tutorial nature of distance

teaching is stressed from the first contacts between a course instructor and

any program staffmember, then thelikelihood thatinstructors will encourage
a dialogue with their students is greatly increased.

Information provided by your program can promole the dialogue by
clearly delincating to both students and instructors the kinds of questions
and comments to which instructors arc expected te respond. For example,
instructors should not be expected to deal with procedural matters such as
fees, withdrawals, course transfers, transcripts, and records. In programs
where students can usc channels other than correspondence to communicate
with instructors, for example, telephone or computer, clcar guidelines
should specify whenand how the channelsmay be used. Instructors working
athomeshouldt  couraged to set specific times when they are available,
and these times s' . ald be respected by both program staff and students.

Instructors, espacially those who arc new to distance teachine, often
wonder how to crcate and maintain the e¢xpected dialogue with their
students. “One toOne,” included in the appendix to this chapter, gives some
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" suggestions about using comments on lesson assignments to enhance the
student-instructor dialogue.

 SUMMARY

N In this chapter we have considered the second key element of a distance

education program, distance teaching, and the ways in which programs can
. support and encourage instructors in their tutorial dialogue with studeats.
* We have also considered some poieatial problems in distance teaching and
.- how these can be prevented or minimized. The appendix contains a sample
" of information provided to instructors and some suggestions for establishing
a good instructor—student dialogue.

APPENDIX TO “SUPPORTING TEACHING AT A DISTANCE”

The following information is provided to instructors teaching Indepen-
dent Study (IS) courses in Ohio University’s program. Itis included here to
show the kinds of information—both procedurat and philosophical-—that
can give support to instructors.

Teaching Your Independent Study Course

Afterthe course study guideiscompleted and the course is opeacd for enrollments,
you will begin to receive lessons from students. The Independent Study office acts
asaliaison between youand the student. Students send completed lesson assignments
1o the IS office, wherethey arclogged and then forwarded to you. If you are teaching
ot have an office on the Athens campus, lessons will be sent 1o you through campus
mail. When you have cvaluated and graded the lessons, you will return them to the
1S office. (A “grade” is not niccessarily a letter grade-—it can be a numerical score
or “satisfactory” or “unsatisfaciory" or “imncomplete,” etc., but each lesson assign.
mentmust have some sort of indication that you have evaluated it.) Then the grades
will berecorded on our student record system and the lessons will be retumed to the
students.

If youtractior have an office off-campus, lessons will be sent by first class mail.
When the first lessons are sent to you, you will also receive instructions for returning
themto the IS office.

Lesson Cover rorm

One of these forms {included in packet), completed by the student, will be
stiached to every lesscrisent to you. You will beresponsible only for completing the
block in the lower rightcomer which asks for the grade, your signature, and the date.
After you have entered this information, you may detach the third copy, marked

Q
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36 Managing Distance Education Courses <%

“Faculty,” to keep for verification of payroll information. Return the teummu
copies along with the lesson.

Student Biographical Form

The studentis instructed io complete the front side of vhis form and submit it with
ﬂwﬂmlesmwxgmm.mfwmhubemdeapedbpvcywmm
background information bout each of your students. (Of course, you myy request %
other information from your students individually in addition to what is provided by -
the form.) On the back of this form you can keep a record of the lessons submitied
and the grades you have assigned, 5

Payroll and Check Dates s

The Independent Study office can supply you with a schedule of datcs whenthe -
payrollis prepared and when checks are issued. If yous regular University paycheck -
is direct-deposited, your IS course development and/or grading stipends will be slso, -~
Please be aware that standard deductions are taken from the check you receive for ° -
developing * he Independent Swdy course, and from your periodic grading stipends.

If you have questions about your grading stipends or about students’ assiga-
meats, please contact the Independent Study Office Manager. e

Timeliness R

A great factor in student completion rates in correspondence study coursesisthe
amount of time (we call it “maround time") which elapses besween the time 2 -
student submits a completed assignment and when ac¢ or she receives it with .
evaluation and comments. Under normal circumstances, you are allowed two weeks
from the time you reccive a lesson to grade it and retnm it to the IS office. Although =
we do not hold you 1o that time period during times when the University is closed,
we dorequest that you notify us when you expect to be away for more than one woek.
Itis also a courtesy to notify ye+ur students—a brief note on one of their assignments i
is sufficient. 1

|
!

You will receive a lesson delinquency notice fron: the IS office whenever you
have lessons inyour possession for more than two weeks unless you have made prior 1
arrangements. ’

Note <

Course authors and instructors are not permitted o hsndle administrative
functions related to Independent Study courses, such as course transfers and fee
refunds. If a student requests you to do so, please refer the request 1, the Office
Manager of independent Study.

40
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- One to One: Enhancing your Relationship with the
- Correspondence Student through Lesson Comments

(by John A. Robinson)

Correspondence study allows for a unique tutorial relationship between you and
“the student. Because of the isolation of the distant learner, the nature of your
" comments on and responses to individual lesson assignments can k< the deciding
v factor in the student’s motivation and success. The following guidelines for lesson
.- evaluation have been compiled to help you use your comments for maximum benefit
++ to the student.

1.BEPERSONAL  Students need to knot they are dealing with a flesh-and-
blood human being. Remember that the correspondence

student does not have the opportunity for classroom discus-

sion. By using a conversational style in your comments, you

can help dispel students’ notions that they are dealing with

an impersonal institution. -,

~ 2.BE SPECIFIC Comments such as “good job” and *needs work™ don’t :
re "'y tell students anything. Most students thirst to know

b.« what they have done well and where they need to

improve. Comment specifically on aspects of the lesson *

which fulfill or fail to fulfill your expcctations. %

3. BE PATIENT A classtoom student learns in a few days the nature of work
the instructor expects. The correspondence student leamns in
afew lessons. If it doesn’t compromise your standards, you
might consider using stricter criteria to evaluate the later
lessons of the course. You can expect siudents to know your
requirements by the end of the course.

4 BE A well-placed word from you can spur the student to greater
INSPIRATIONAL achievement. Nothing can help dispel “the loneliness of the
long distance learner” more than a motivadonal word from

you. And there’s nothing better than a little humor.

5. BE PROMPT Research indicates that prompt evaluation and retumn of
student lessons significantly increases the completion rate
of correspondence courses. Tumaround time for submitted
lessons is a crucial factor in encouraging or discouraging
your students’ efforts.

Ty A o
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1 will retain that knowledge. Development I
Process

l In this final chapter we will consider how evaluation can support the 4
_ faculty in a distance education program, and we will look at some specific °§""°‘ ;

upporting
examples of using evaluation to solve problems and reward excellence. Teaching
| a Distance
" EVALUATING COURSES “ Bhluation

In most face-to-face teaching situations, students are given an opportu-

' nitytoevaluate theirlearning situation and their instructors. The same ought
'~ toapply to distance education courses. A well-constructed evaluation form
" canbeimmeasurablyhelpful not only to the course instructor, butalso to the
' distance education program. The course evaluation provides students with
‘ their best opportunity to comment on the .ourse materials and the volicies
‘ and procedures of the program, as well as to evaluate the instructor. It is a
- truism in distance education programs that you will hear from students who
‘ are either very satisfied with their experience or very dissalisfied—and this
applies to course evaluations. It is also true that having course evaluations
 in a program is helpful only if they are used by the program staff and the
- course authors/instructors to refine and improve all aspcts of the program.

Developing Course Evaluations

Many models for evaluatior forms exist. Nearly all creditable programs
use them, and using written cvaluations is part of both the Standards of the
- Division of Independent Study of the National University Continuing
" Education Association (NUCEA) and the accrediting standards of the
- National Home Study Council for freestanding programs. If you are

developing or revising an evaluation form, cither organization can provide
- you with suggestions. If your program is based in an academic institution,
you may want to adapt the evaluation form used in classrcom courses. If
your program develops courses connecled with a credentialing agency or
association, tiat agency may suggest or require certain elements on the
evaluation form. The appendix to this chapter contains some examples of
course evaluation forms you can adapt to your own needs.
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Using Course Evaluations

Course evaluations are particularly useful for pinpointing problems wxlh
the program, the materials, or the instructor. Insomeprogmns,onlyﬂ:e“
instructor sees the evaluation forms.lnotherpmgmms,howem acourse
designer or editor also sees them, andthnsmalemhepmmsuﬂb
ednonalormechanmlproblemswnhooumemamls,mclndmgpuei‘
missing or incorrectly bound, textual enusﬂmluvempedtheptoof X
reader, or problems with procedural instructions. Course evaluations are’
also your best “early warning system” of an msmnctorwhonsnotcommn-;
nicating well with students. Not every student will get along with every"
instructor, buta persistentpattern of complaints signalsaneed forintervention.

Course evaluations also serve a second important function in identifying *
elements o be examined in updating or revising the course materials, If :
students usually comment that a particular element is difficult or unclear,-
this should alert the course production staff and the course writer that some
change needs to be made in later versions of the materials. Another problem’
that can be identified by course evaluations is examinations that do not
correspond well with the content presented in the study materials. Encour-
age your course instructors (o read their evaluations carefully and to alert
your staff to potential problems—cspecially if your course authors are not
the course instructors. '

If your program staff develops and uses evaluations as a positive tool to
help strengthen all elements of the program—administration, course mate-
rials, and teaching—then instructors are more likely to see them as a useful
way todevelop good distance teaching skills, rather than as trivialities to be
ignored or as judgments to be feared.

EVALUATING FACULTY MEMBERS

If your program staff has donc a good job of recriiting faculty members
and introducing them to your philosophy, procedures, and students, you are
most likely to find evaluating them a relatively easy and pleasant task. In the
grcat majority of distance cducation programs, both institutionally based
and freestanding, course authors and instructors join the program voluntarily,
and most are motivatcd by the challenge of working with students in
nontraditional ways. Although many facully members will be new to the
process of distance tcaching, many of them will have skills and insights
valuable to your program. So, cvaluation should involve listening on your
part as well.

Insome programs, a formal review of faculty members is required by a -
institution or a credentialing agency. As emphasized so often in this guide,

a3



s expectations stated clearly ahcad of time make life easier for both your
° program staff and your faculty. If your faculty will be formally evaluated by
., someone outside your program, the criteria should be known - - 1discussed
= with your faculty members as part of their recruitment and oiientation to
- your program. It is also important for your staff to demonstrate support and
5+ advocacy for your faculty. If these people are valuable to you and to your
. students, any review or evaluation should reflect this support.

If no formal review or evaluation of your faculty members is expected,
you may still wish to give them a periodic opportunity to review their
- performance. For example, develop an “Instructor’s Course and Program
. Evaluation” and have faculty members complete it, then give them an
opponumty to discuss it along with students’ course evaluations. Most
distance education courses have apredictable cycle of updating or revision,
usually in response to new cditions of textbooks. These update points are
also good points for a gencral review of the course with the course author
and instructor.

INSTRUCTOR PROBLEMS

Tne voluatary nature of participation in distance tcaching usually means
that, like your students, your faculty will not stay with your program if they
are not suited to or not satisficd with the experience. If approached in a
nonjudgmental way, an instructor who has lost interest in teaching for your
program may willingly assist you in finding another instructor for the
coursc. Occasionally, however, you will have to deal with a problem faculty
member. Persistently disregarding program policies and procedures and
failing to communicate with students are the most common situations that
call for some intervention. There is no onc “right” way to approach the
situation. Y our specific responsc to a problem will depend on the nature «
your program, how iong the faculty member has wurked with it, how many
students are affected, and so forth. However, you should act promptly when
a problem becomes apparent—you and your staff are ultimately answerable
to your students for the quality of the courses yov Jffer.

Often, an honest but nonconfrontational conversation with the faculty
membercan solve probleras izlating to policic , and procedures. Perhaps the
policics were not clearly explained the first time, or the instructor may be
trying tuassisthis or her studerts, not realizing the effect of disregarding thic
“standard operating proccdures.” Ignoring the responsibility to communi-
cate with students is amore scrious problem and perhaps more difficult to
solve, becausc it may involve the faculty member’s “turt rights™ to teach as
he or she thinks best. A consactual agreement (discussed earlier in this
guidc\ that covers the respective responsibilities of the program staffand the

EE C
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faculty member, may give yousome leverage if dialogue and persuasion are .
not sufficient to improve the situation. As a lastresort, youcan seek another .
instructor or close the course, buufyomprogmnuspmofahrgu
institution or organization, you may have to defend your actions 10 a third
party—or you may not have the authority to make the ultiiate declslon‘
about the instructor or the course.

REWARDING EXCELLENCE 5

Although you may worry about problem instructors, in actual practice
you will probably more often look for ways to reward your faculty.
Recognition and reward can come from within your program, from the -
institution or organization of which you are a part, or from an outsidc
organization. You can recognize and reward good course materials, good -
teaching (or both), «" extraordinary service or dedication to distance
cducation. Although many faculty members in distanc.c education programs .
are initially attracted by the prospect of additional income, most stay be- .
cause of the challenges and satisfactions of working with students who -
would otherwise be exciuded from those educational opportunities. Thus
there are strong intrinsic rewards, but since we all like to be appreciated,
public recognition should be ar integral part of your program. -

In academically based programs, writing and tcaching for your program
may be part of normal faculty activities—counted in teaching load and -
tenure and promotion decisions. In that case, you will probably be asked o
document the faculty mem*ers’ contributions, and that documentation will
become part of the instructors’ records. In the majority of programs,
however, distance education activitics are considered peripheral and over-
load. More effort will be required from you and your staff to publicize the
contributions of your faculty. The following are just a few examples of ways
(o do this: '

»  Sponsor an annual or bicnnial reception for all distance education
faculty members, with special invitations to college deans and aca-
demic department heads.

» Identify faculty members who have made exceptional contributions
and recognize them with certificates in a public presentation.

»  Write features about your program’s courses and faculty for publica-
tion in your institution’s faculty newsletter, alumni magazine, continu-
ing education newslctter, or other publication that is routinely read by
administrators, other faculty members, alumni, or influential friends of
the institution.
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. = Write aletter to the department chairperson commending a particular

faculty member’s contributions to your program.

. Ifyour program publishes a separatc catalog or course list, include the

names of your faculty.

If your program is freestanding, recognition of your faculty should be
part of your overall public relations activities. A few suggestions to try:

*  Spotlight various courses and faculty members in your catalog or
program brochute.

.= Fearure faculty members and their courses in your newsletter, slide

program, videotape, or other promotional materials.

»  Writc feature articles about your courses and faculty for news media in
the communities where your faculty members live.

* If your faculty members do not all work in one centralized office,
sponsor areccption or afaculty weekend and include some recognition
activities.

»  Sponsor a “studem choice™ contest, and ask students to vote for their
favorite instructors, then award certificates to the winners.

Two national organizations that sponsor recognition activitics for dis-
tance educatio: 1aculty and courses are the National University Continuing
Education Association and the National Home Study Council. The Indepen-
dent Swdy Divisionof NUCEA sponsors an annuz! awards competifion for
distance education courses. (Your institution needs to be a member of
NUCEA for your program toparticipate.) Courses that w in awards also cam
recognition for the course author, the program, and thie institution. The
National Home Study Council’s voluntary, but rigorous, accreditation
process evaluates course materials and ‘ne qualiZications of instructors, and
its accreditation is a justifiable source of pride for a program so awarded.
Because these are national organizations, affiliation with the one apprapri-
ate to your program provides a wider scope for recognition of your fzculty.

SUMMARY

In this chapter we have looked at some philosophical and practical
aspects of evaluation and recognition of facuity me.:bers in distance
education programs, including uscs of course evaluations, faculty evalua-
tion, problem faculty members, and suggestions for recognition and re-
wards. Some examiples of coursc cvaluation forms are included in the
appendix to this chapter.
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CONCLUSION

Mgmdchastwchedonmcofuwmajonsmtoeonsxderm B
wothngwuhcourseamhorsmdmsuucmmdnmnoeodmmnpm-
grams. If you have questions or situations that were not discussed here, ﬂu’
nsagoodpomttogettohiowsomeofyomfcllowdxwmccedm g

k

professionals or to become familiar with the journals, conferences, mono-;,
graphs, and other excelicnt resources that cover the field of distance -
education. Rcmemberﬂmtngoalnstocrmeapamashlpwnhyow

course faculty that will further the aspirations ofyoursmdemsatadnsmce.

APPENDIX TO “EVALUATION”

The following are some examples of course evaluation forms. They are 5
intended to show some of the differenttypes of questions whichcan be used - *
on such a form. Some programs use rating scales that allow the information - N
tobe coded and analyzed (sce the University of Florida example of the form
and the consumer information derived from it). The course development -
staff at Brigham Young University’s Independent Study program usesitems .
19 and 20 on its evaluation form to help authors pinpoint strengths and
weaknesses in individual lessons in theircourses. The evaluation form used.
by Ohio State University asks students to evaluate the textbook(s), as well
as the stdy guide. The information may affirm a course author’s choice of -
textbook or it may suggest reascns to change the textbook.
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gn 8 ME Fio Ute 1838 1141330 AWy G

UNIVERSITY OF FL.ORIDA
INDEPENDENT STUDY BY CORRESPONDENCE
COURSE AND INSTRUCTOR EVALUATION

INSTRUCTOR COunse DATE

Please teil us what you think about the course you have just finished 30 we will know how to im-
prove it for other students. Your grade will not he effected by thess ratings. Thank you for your
help.

For sach item £l in the circle ccnteining the symbol which best expresses your opinion.
SA = strongly agree. A = agres. D = disagree. SD = strongly disagres. NA = does not epply.

— Vosi/d

1 | understend the objectives of the course [e]e]elele)
2 The course 15 walt organized COOQQ
3 Thecourse heid my interest untit § finished 1t Q0000
INSTRUCTIONAL MATERIALS
4 The study guide heiped me achigve the Course objectives 0000
5 Thestudy guide 15 written Cieardy SOC20
8 The textbooks end study guide are up to date Q0000
7 Theume required 10 compiete 3 1€330n 15 reasonabre O37000
8 What was the averege number of hours required to complete a issscn? D [c ]
Markone  (1-2) (3-5) 16-9) (10 or mora) S O~
¥ After reeding the assignments | knew what 1o do Piploiely
10 The assignmaents were of definite instructional value OCCO0
TEACHING AND EXAMINATIONS
11 My instructor made hatpiul ¢ s 0n My a38ig s Q000G
12 My st 4Clor mot-vated me to do My best work PN 1N
13 My lessons were greded promptly CCNOO
14 The ezaminations tested the m  * .mponant aspects of the
course MCOC S
15 1 understood the stendards for determining my course grade (e]e]elole

EDUCATIONAL SERVICES

16 My texts end study guide were sent promptly atter registration [e]s]e]ele,
{NA = mail not used) .~
17 My texts end study guide were recewved 10 good condition ST a0
(N3 @ med not used}
18 Theindependent Study employ 1 ancountered were Couneous O00CO
19 1 received cthiciont edministrative service 1n response to my calls
of Ietters 20000

ENROLLMENT INFORMATION
20 Thiscourse was accurately descr bed in the informaton | saw

Defors registenng . QQOOQ
21 ¢ would recommend independent study to my friends pl»

NOTE: USE A NUMBER 2 OR SOFTER LEAD PENCIL MAKE ALL MARK® IN Tho
RESPONSE CIRCLES. THEY SHOULD BE DARK AND GLOSSY. DO NOT MAKE
ANY STRAY MARKS. ERASE COMPLETELY IF YOU CHANGE YOUR MIND

PLEASE CONTINUE ON RTVERSE SIDE ——

ERIC a8

Aruitoxt provided by Eic:




GENERAL COMMENTS
22. What ded you hke most sbout thus course?

A

23 What 6d you like lesst about this course?

PLEASE GIVE THIS FORM TO YOUR EXAMINATION SUPCRVISOR YO RETURN.

L
o
< .
b
=
v
g3
s
I
‘O
&

i

ERIC

Aruitoxt provided by Eic:

)
e




Evalustion 47

CONSUMER INFORMATION
Spentint Sty Ouse and bubster Brhvactsn Ronas.

How G5 we GoF 1) Gd-0f-0ee Sunays of 2,000 Shuonte I Feridn's Jragam of NEEPINGent Shuly, 8 SVErAsiuing Aumber
were saliuind Wi Dhalr S0E00 SAJ 10 DENNNS R0y FRINEY 10 GANTING (A SN0 Cupisiing hets Slues

Cowree planning.
SO o g ShwIeNe pENNE NIt Phay BTN b ehfertgs of Sk 3N
SO% Dt el S0uINe Wise I egantand.
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0% Juiiges Bhalv Shudy Guiied 00 00 slaasly wilten.

SO Deliovat RN sy PVAS00 0 100 WOre 45 10 0. Mo P ~Seanlly D220 000 In TS 0r08.

S0% Wi Ity QasigAmeMS wive of GoRe Igirustionsl valve.
0T 19 190 SVORg0 iner 6f Reup the SAPInD Fapertad R (0ek 00 6434000 & WYIOR AOUPRIEnt:

PCRLLET RLPOSTINS
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48 Managing Distance Education Courses

SRR N n RN NN NN ORI N ERNERNLSY senesnnt

COURSE EVALUATION
BYV INDEPENDENT STUDY
COURSE DEPARTMEN mo NUM
ioampie Engush 11§
1 OVERALL COURSE RATING () excelient D) good «) ave ~

2 OVERALL INSTRUCTOR RATING: (a) excelient (ty GOOG. IC: averdge (&) poot

DIRECTIONS. For each item below Diease indicate the extent 10 whict 0u egree with
vhe statement by marung (D = STRONGLY DISAGREE (SO), (3 = DISAGREE (D),
(3 = UNCERTAIN (U), (& = AGREE (A) (§ = STRONGLY AGREE (SA)

3 The TEXTBOOK heipad me uncersiand the course topks.
4 The STUDY GUIOE ~as aeil organzed
S The STUDY GUIDE cisarly explained Gifficult COnCeDts, 1d8as of theores.
6. The STUDY GUIDE gave c'edr examples and explanstions.
7 The WORKLOAD was acoropr1ate for the credit hOurs.
A The INSTRUCTOR cromotly graced my 'essons.
9 he IKSTRUCTOR ansaered rmy Questions clearty
10 The INSTRUCTOR mace helptul comments ybout My work
11 The INSTRUCTOR o3 Genuinely interasted in heiDing Me understand the subdect
12 The INSYRUCTOR nspies students 10 cevelop good character
13. The INSTRUCTOR helos s:cent Dcepars 10 Iva attectively in soCety
14 The EXAMINATIONS werg cisatly aorded
15 The EXAMINATIONS concentrated on important points of the course
16 The Incepencent Study OFFICE 423 prompt in Droviaing matenals and answenng my
Questions
Now select the choice that BEST retiects your expenence
17 ON THE AVERAGE. adout now 'ong sid & you 10 complets EACH LESSON? (%)
6 Nours Of mare, (D) 45 hours, (€1 23 nours (d) 12 hours (@) under 1 houe
18 ON THE AVERAGE, about now iong ¢ 1t take sach 330N 10 be returned 10 you?
(Count from the dey you maiied it untit you receved 1t back) (8) 10 Jays of less, (O}
1115 days () 16-20 Cays, () 21 Cay3 of more.
19 Paase st beiow the NUMBERS or TOPICS of the TWO LESSONS you ENJOYED
MOST 1n this course

20 Now piease List be«m the nuua:ns cf TOPICS of lho rwo LESSONS you
ENJOYED LEAS™ {explain it you wish)

INTORMATION ASOUT YOU

21 This course fuihils requirements for (&) AIgh 3chool 1D) MBOHMINGK, (&) general
ecucation (d) recertfication (e} other

22 ng grads | expect W0 sarn v s Course * (3 A (D48 () C ({0 (@ E

23 My gendef 13 1a) 'emae Ty mae

COMMENTS (use the reverte $.0e a8 needed)
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50 Managing Distance Education Courses

Ohio University Independent Study Course Evaluation

COURSE_____ INSTRUCTOR________ DATE

To the Student: lnordawmlkeo\nwmmdmxdymduummm‘d '
educationally profitable as possible, we would like to see your comments and
cnucxsm We are especially concexmdwxmkeepm;o\mmdy;mdueﬂmnd
in promoting helpful communication between instrucior and student. Your instruc.

tor will be given these comments only nftad\eﬁndgndehuhemnﬁuumd.
Retumn this form unsigned with your final examinaticn.®
1. STUDY GUIDE

A. Was the study guide well organized?

B. Werc the directions concise and clear? 4

C. Didthediscussionscction, the instructor’s narrative comments, supplement -
the text adequatcly and assist you with the textbooks?

D. Were the reading assignments adequate? Too long? Too short?
E. Were the written assignments clear and specific?

F. Did the written work prepare you for the examinations?

G

. If there were either visual or auditory matcrials (graphs, charts, shdes,
cassettes), did they assist you with the course? How would they have been
helpful if included?

H. How would you improve the study guids if you were revising it?

II. EXAMINATIONS .
A. Were the examinations a reflection of the material covered in the texts and
study guide?
B. Were you prepared by the instructional materials (study guide, texts, etc,) *
for the type of cxaminations taken in the course?
C. Didthe lesson objectives, if included, assist you in preparing for the exams?
D. How would you improve the examinations for this course?

IIl. TEXTBOOKS
A. Were the textbooks adcquate for « clf-study and did they cover the material
satisfactorily?
B. Was supplemental reading suggested or required, b d if so, was it valusble?
Would supplemental reading have helped you with; the course?
IV. INSTRUCTOR
A. Was the instructor prompt in returning lessons?
B. Were the instructor’s comments on written assignments help ul?

C. If you were teaching this course for self-study students, how would you
improve communication between yourself and your students?

*Note. If you nced more space for your comments, please use the back of this form
o or attach another picce of paper. You may make any additional comments you wish.

E MC Thank you.
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