Regular Effective Contact Student Engagement Guidelines
Mutual Communication


Faculty					Students


Frequency


· Contact hours online must be the same as face to face
· Consistent communication between faculty and students throughout the course
· Establishing expectations and managing unexpected instructor absence
· Policy posted in the syllabus and/or other course documents that are made available to students
· There should be clear instructions of when and how the instructor will maintain regular effective contact with students.


· There needs to be regular and consistent communication between faculty and students throughout the week, to equal the number of contact hours that would be available to face to face students. Your availability hours should take into consideration the nontraditional schedules of our students.


1. Establishing expectations and managing unexpected instructor absence
a. In the syllabus 
b. there should be clear instructions of when and how the instructor will maintain regular contact with students. 

A variety of contact methods should be established, such as email, cell, and instant messaging. 
· In the event of an instructor emergency or anticipated absence, the instructor/Dean will assume responsibility for posting an announcement to alert students.

A sample syllabus would read:
Your instructorI  will respond to email requests within 24 hours during the work week.  Weekends are subject to other College Activities taking place. All times are Pacific Standard Time. 
· Your instructorI will not respond to every post to the discussion board, but will respond with helpful comments and advice as appropriate. Your instructorI will read all discussion postings and yes, those of you who know me, know I do read everything! (See more about discussion tips below).








· 
Types of Effective Contact as dictated by the TITLE V Guidelines, 55211 of Title 5
· Threaded discussion forums with appropriate instructor participation.
· General email 
· Weekly announcements in the Course Management System
· Blogs, Wikis, Journals inside the Course Management System
· Timely feedback for student work. 
· Instructor prepared e-lectures or introductions in the form of e-lectures to any publisher created materials (written, recorded, broadcast, etc.) that, combined with other course materials, creates the “virtual equivalent” of the face to face class.

Suggestions:  
· Instructors should also choose to use other forms of communication, as mentioned in section 55211 of Title 5.  (“…through group or individual meetings, orientation and review sessions, supplemental seminar or study sessions, field trips, library workshops, telephone contact, correspondence, voice mail. e-mail, or other activities.”) and/or CCCConfer, video conference, pod cast, or other synchronous technologies. These need to be captured/recorded to show that student engagement took place.
· It is suggested that Instructors have a threaded discussion that is set aside for general questions about the course and may wish to have weekly question and answer sessions available to students.  This may also be accomplished through virtual office hours, recorded chats (if available in the CMS) and/or collaborative software such as Elluminate, if available.

