
English Department Distributed Learning Course Policy (Approved 11/13/19)

In order to ensure the quality of instruction and to balance the needs of students, faculty, and the 
department, the English Department has adopted the following policy for the scheduling of 3-unit 
Distributed Learning (DL) courses in the semester system. DL courses refer to: 

a) “hybrid” courses (courses that substitute online activities for some face-to-face meetings, also
known as “blended”);

b) fully online courses (courses with no face-to-face meetings).

I. Assignment of Faculty to DL courses

a. The assignment of faculty to DL courses must comply with Federal and State requirements,
including compliance with the Americans with Disabilities Act (ADA); with CSUSB and CSU
Distributed Learning policies; with CSUSB and CSU Human Resources policies; and the Collective
Bargaining Agreement.

b. No faculty will be compelled (directly or indirectly) to teach DL courses.

c. The substitution of a limited number of scheduled face-to-face class sessions with online sessions
in a web-facilitated course does not require review. Ten percent of class meetings may be scheduled
online or with Blackboard and indicated in syllabus.

d. The maximum enrollment cap of a DL course will not exceed the maximum enrollment cap
of its traditional format counterparts.

II. Distance Learning Instructors

The department fosters purposeful pedagogy and the use of best practices to ensure high quality DL 
courses. Distance Learning Instructors are either New or Experienced. 

New Online Instructors 

New online instructors must complete ten hours of training one semester before the course is 
offered.  These ten hours of training—offered by ATI, TRC, and instructional designer, or another 
academically-recognized organization or individual—may cover topics such as designing an online 
course, providing feedback, accessibility, aspects of copyright in multimedia materials, use of 
narration in PowerPoints, and Blackboard [multiple topics]. 

One semester before the proposed course, the new online instructor submits her/his DL 



proposal--outlined below--to the Technology Committee, responds to any feedback, and seeks the 
Technology Committee’s recommendation to the Chair to offer course. 
 
A new online instructor must create, in consultation with TRC or ATI at least 1 student survey or 
reflection activity for input on course design and activities. 
 
After the first offering of the course concludes, new online instructors must complete a  
brief summary and evaluation of their experience with the full process, including student input. 
 
Experienced Online Instructors 
 
An experienced online instructor is expected to have completed training (in workshops, at Institutes, 
with instructional designers, etc.). Experienced online instructors have taught at least three 
fully-online format courses in the CSUSB English Department. These do not have to be three 
different courses but they should be 4 units for the quarter and 3 units for the semester. 
Experienced online instructors propose their courses to the Technology Committee, having 
completed training and taught online previously (they address items b-e below). 
 
III.           Distance Learning Course Proposals 
 
Instructors interested in teaching online or in a hybrid format should submit a one to two page 
proposal that addresses: 
 
a. Ten hours of training completed (date and topic of training). 
 
b. Organization of course (modular or week by week) 
 
c. Navigation of course. Instructors need to provide an instructional video on how students 
navigate content, assignments, forums, assessments, and activities. 
 
d. Different kinds of Interaction in the course: 

● instructor to class (i.e. feedback and lectures, whether typed, video, narrated PowerPoint, or 
audio) 

● student to class (i.e. a presentation) 
● group activity (i.e. peer review or project-based learning. Can be completed asynchronously) 
● class activity (discussion boards) 

 
e. Office Hours  
Faculty teaching online should be available to students throughout the course through a variety of 
communications in addition to the Learning Management System (e.g., Blackboard). Office hours 
may take place face to face, on the phone,via Skype,Zoom, or through email. 
 



DL course proposals are reviewed by the Technology Committee, which makes recommendations to 
the Chair with regard to scheduling of courses.  
Once a course has been taught online by the instructor, it doesn’t require a proposal. 
 
IV. What classes can be taught online or in hybrid format  
 
Composition 
DL options may be considered for future First Year Composition courses with approval of the 
Composition Coordinator and the Composition Committee, pending the findings of an FYC DL pilot. 
 
Creative Writing 
Creative Writing courses that can be offered in the hybrid and/or online format are: English 5130, 
5430A and 5430B, 5190, and 5010.  
 
Linguistics  
ENG 3110 may be taught in a fully online format up to twice per academic year: once during 
Fall or Spring, and once during summer.  
 
ENG 3220 may be taught in a fully online format once per academic year : Fall, Spring or 
Summer.  
 
All other linguistics courses—ENG 3210, 3310, 3320, 5230, 5240, 5260, 5270—are 
excluded from being taught in a fully online format. 
 
Literature 
No exclusions. 
 
Graduate Seminars 
Please see the addendum (forthcoming) for policies and information related to graduate-level DL 
courses. 
 
VI. Evaluation of DL Courses 
Student Evaluations of Teaching Effectiveness (also known as SOTEs) are delivered electronically in 
online classes. SOTE results usually yield insufficient data.  
One measure to make evaluation of courses fair is for review of a sampling of student written 
reflections of learning.  
 
DL faculty may want to use SOTE C, which is available 
here:https://www.csusb.edu/sites/default/files/SOTE_%20Form%20C.pdf 
 

https://www.csusb.edu/sites/default/files/SOTE_%20Form%20C.pdf

