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HANDBOOK FOR THE PREPARATION OF  

CAPC PROPOSED DISTANCE EDUCATION COURSES 
 

I. Introduction 

 

This handbook is designed to serve as a guide for faculty/departments interested in offering either 

new or existing courses that are to be offered fully at a distance or where more than 15 percent of 

in-class instruction is replaced via distance education (online course offerings).  Courses 

previously approved for the distance education attribute where the original proposal indicated the 

course was to be offered fully at a distance do not have to seek additional approval should the 

percentage of content being delivered via distance fall below 100 percent. In all cases, it is the 

intent of CAPC that departments alert students via the course schedule: a) whether the course has a 

distance education component and, b) what percentage of the course will be offered via distance. 

If a course may be repeated for credit, the department must again seek approval for the distance 

education attribute when the course topic substantively changes from that of the original proposal.   

The Curriculum and Academic Policy Council (CAPC) Ad Hoc Committee on Distance Education 

(2009/10, 2010/11) developed this handbook. 

 

APSCUF and PASSHE have agreed via the Collective Bargaining Agreement (CBA) that the 

purpose of distance education is to enrich the availability of the curricular offerings of each state 

system university.  It is also agreed that the method of classroom instruction with the faculty 

member and the student in the same room provides the best opportunity for a quality education 

experience and that distance education is not intended to diminish that experience. 

 

Online course offerings must first be approved by CAPC as permitted by the CBA. The approval 

process for either existing or new courses is described below. As part of this process, faculty 

members teaching online courses are required to either demonstrate previous experience teaching 

an online course or the completion of appropriate training in distance education instruction. A 

faculty member may suggest appropriate distance education training in consultation with his/her 

department and will be subject to approval by the appropriate University official(s).  

 

II. Definitions of Distance education 

 

Per the 2008 Higher Education Act (HEA) Reauthorization: “Distance education means education 

that uses one or more of the technologies listed in paragraphs (1) through (4) of this definition to 

deliver instruction to students who are separated from the instructor and to support regular and 

substantive interaction between the students and the instructor, either synchronously or 

asynchronously. The technologies may include— The internet; (2) One-way and two-way 

transmissions through open broadcast, closed circuit, cable, microwave, broadband lines, fiber 

optics, satellite, or wireless communications devices; (3) Audio conferencing; or (4) Video 

cassettes, DVDs, and CD–ROMs, if the cassettes, DVDs, or CD–ROMs are used in a course in 

conjunction with any of the technologies listed in paragraphs (1) through (3) of this definition.” 

 

According to the CBA, distance education is defined as instruction where the faculty member(s) 

and the student(s) are separated geographically and communication is accomplished instead by 

one or more technological media.  This linkage with technology allows real time or delayed 

interaction using voice, video, data and/or text.  Examples of technological methods that can be 

used singly or in combination include live or recorded visual presentations and material using 

direct signal or cable transmission by fiber optic line, video-conferencing using compressed video, 

digital, and/or analog video, audiotape, CDROM, computer or internet technology, email, or other 

electronic means now known or hereafter developed, utilized to teach any course approved.  
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III. Pedagogy of Distance Education  

 

Online pedagogy consists of instruction (synchronous or asynchronous) that addresses the course 

objectives and evaluation.   

 

1. Examples of ways to present content online:  

a. Faculty driven content - online lectures using one of the following: 

i. Audio/Video Enhanced PowerPoint presentation (compressed for 

online delivery) 

ii. Streaming video 

iii. Captured lectures from a face-to-face course (MediaSite) 

iv. Live lecture presentation using Wimba 

b. Student driven content examples 

i. Problem Based Learning activities 

ii. Student presentations 

c. External expert driven content examples 

i. Guest speakers (using one of the lecture methods listed above) 

ii. Streaming video (with appropriate copyright clearance) 

 

2. Examples of ways to create two-way interaction between faculty/students and among 

students online: 

a. Live office hours using Wimba or other synchronous chat or conferencing tool 

b. Asynchronous discussion activities (whole class and small group) 

c. Live lecture using Wimba (if the lecture calls for student participation) 

d. Group projects 

 

3. Examples of ways to evaluate student performance online include: 

a. Online tests and quizzes 

b. Student research papers/projects 

c. Graded discussions  

d. Student presentations 

e. Case based assessment 

f. Role play 

g. Simulation 

 

IV.  Accessibility in distance education courses 

 

Faculty members submitting a proposal for online approve must develop accessible materials as 

described in the West Chester University Office of Services for Students with Disabilities Online 

Course Accessibility Checklist.  The following checklist is a basic level list to ensure online 

course content is accessible. More advanced levels of accessibility can be achieved through 

consultation with the OSSD.  

 

Course Documents & Instructional Methods 

 

Syllabus: 

 __ Does your syllabus have a Disability Services statement? 

__ Does your syllabus list contain contact information for technical assistance and when to 

use it? 

__ Does your syllabus outline how to communicate with you and have multiple options? 

__ Do you list a turnaround time for online communication (i.e. 24 hours response on emails?) 

__ Does your syllabus have a clear outline for course content and expectations? 

__ Does your syllabus state standards of appropriate communication online? 

__ Do you provide examples of online terminology for students? 

__ Do you provide example for different standards of “discussion posting” for courses? 
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Text Documents: 

 __ Can text be highlighted, copied, and pasted? 

__ Are documents saved as Word (.doc or .docx), PDF (.pdf), TXT (.txt) or RTF (.rtf)?  

__ If you do not have accessible documents, have you contacted the OSSD for assistance? 

 

PowerPoint presentation slides: 

 __ Are all your presentations created with the same template? 

__ Were the presentations created using standard templates (you did not insert “text” boxes)? 

__ Are you using high and low contrast for text and background? 

__ Does the presentation include text descriptions for all graphics and pictures? 

__ Does the presentation include text typed in the order it is read which can be verified in the 

“Outline” panel? 

 

Images: 
__ Do the images posted or used include text descriptions of all necessary images available? 

Video and Audio: 

 __ Are all video (web, DVD, and VHS) media captioned or have a transcript(s)? 

__ Are all audio (podcasting, mp3, cd’s, etc) media captioned or have a transcript(s)? 

__ If you do not have accessible media, have you contacted the OSSD for assistance? 

 
V. Distance education Course Approval Process 

 

Faculty seeking to offer online courses must obtain approval from CAPC for both new and 

existing credit bearing courses through appropriate CAPC approval procedures.  However, 

existing courses are entitled to an expedited 30-day review process. Courses previously approved 

for the distance education attribute where the original proposal indicated the course was to be 

offered fully at a distance do not have to seek additional approval should the percentage of content 

being delivered via distance fall below100 percent. 

 

New Individual Course(s): 

 

All colleges in the university have policies for curriculum/course review at the department and 

college level.  The steps below describe the process after such review has taken place and the 

signatures on the forms certify that the proposed curriculum/course or course revisions have been 

processed in accordance with departmental, college, university administrative and PASSHE 

procedures. 

 

New distance education courses that are major course requirements will go to the CAPC floor in 

the normal manner, as approval will also require approval of a change in program and require a 

Program Revision form.  The preparer should simultaneously apply for the distance education 

attribute. 

 

New distance education courses, excluding courses required in the major, may be approved (as 

courses) via the monthly CAPC circulation process and simultaneously apply to CAPC for the 

distance education attribute.  The distance education attribute may be granted “pending approval 

of the course.” 

 

Before submitting a form for a new distance education course, the preparer must check the 

University Database to insure that the course does not duplicate an existing course or course 

number. 

 

 

In submitting a new course for Distance education attribute: 

 

1. Complete Distance education Course Approval or Modification Form which can be filled out 

electronically and then saved as a Microsoft Word document. 
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2. Course submissions are to be accompanied with a comprehensive syllabus and references. 

Sample syllabi are found in this handbook.  Note that those who evaluate submissions often 

request additional materials, such as a description of the effect of the course 

change/addition/deletion on the program as a whole. 

 

3. Along with the Distance education Course Approval or Modification Form, the originating 

faculty member(s) must submit to the CAPC Program Review Committee a statement 

detailing the following: 

 

a. Clear statement on how online office hours are conducted; to include ways in which 

instructor(s) may be contacted 

b. The minimum level of student preparation needed, and, if applicable, prerequisites are 

clearly stated 

c. The minimum technical skills needed of students to be successful 

d. Clear statement on the required hardware (i.e. PC or Mac, webcam) and software (i.e. 

version of operating system or word processing software) needed 

e. Method of assessment/evaluation for measuring course objectives  

f. Method for instructing students on how to access resources (i.e. library) at a distance 

g. Method for informing students of the technical support offered, including contacts to help 

resolve technical problems 

h. Method for insuring the integrity of evaluation methods including information about 

proctored exams, if required 

i. Method for communicating expectations for participation in online discussions, email, 

and other forms of communication 

j. Method for providing students with a schedule of class activities, including due dates for 

all course activities and, if applicable, a schedule of when students must be in attendance 

for traditional in-class instruction 

k. Method for ensuring appropriate student-student and student-faculty interaction through 

appropriate course design 

l. Method for addressing issues related to students who fall under the Americans with 

Disabilities Act 

m. Department certification/statement that faculty assigned to this distance education course 

have taught an online course previously or a statement from the Distance Education 

Office, in consultation with the department, that faculty will have undergone training 

before the start of the semester in which the course is offered.  

n. Department certifies that the identity of a student who participates in Distance education 

coursework is verified by using, at the option of the instructor, methods such as—(i) A 

secure login and pass code (i.e. Desire2Learn); (ii) Proctored examinations; and (iii) New 

or other technologies and practices that are effective in verifying student identification. 

 

Courses carrying special designations (Academic Foundations, Interdisciplinary, Diverse 

Communities, Distributive Area, Culture Cluster, or Writing Emphasis) as well as the distance 

education attribute must be approved by the relevant CAPC subcommittee.   A Distance education 

Course Approval or Modification Form as well as the cover sheets for Academic Foundations, 

Interdisciplinary, Diverse Communities, Distributive Area, Culture Cluster, or Writing Emphasis 

must be submitted at the time special designations are sought.  Criteria for obtaining a special 

course designation can be obtained from the appropriate CAPC subcommittee. 

 

Existing Individual Course(s) (30-day timeline): 

 

All colleges in the university have policy for curriculum/course review at the department and 

college level.  The steps below describe the process after such review has taken place and the 

signatures on the forms certify that the proposed curriculum/proposed course or course revisions 

have been processed in accordance with departmental, college, university administrative and 

PASSHE procedures. 
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If the desired action is approval of the distance-learning attribute for a course already in the 

database, the proposal must be submitted to CAPC no later than 30 school days before the next 

scheduled CAPC meeting.  The CAPC Assembly and relevant subcommittees will 

approve/disapprove the distance education attribute for the course within 30 school days of 

submission.  The 30-day approval process will not be in effect over the summer session or in 

between semesters.  Proposals that have to be returned for resubmission will restart the 30-day 

clock upon resubmission.   

 

Before submitting a form for a new distance education course, the preparer must check the 

University database to insure that the course does not duplicate an existing course or course 

number. 

 

In submitting an existing Course for Distance education attribute: 

 

1. Complete Distance education Course Approval or Modification Form, which can be filled out 

electronically and then, saved as a word document. 

 

2. Course submissions are to be accompanied with a comprehensive syllabus and references.  

Sample syllabi are found in this handbook.  Note that those who evaluate submissions often 

request additional materials, such as a description of the effect of the course 

change/addition/deletion on the program as a whole. 

 

3. Along with the Distance education Course Approval or Modification Form, the originating 

faculty member(s) must submit to the CAPC Program Review Committee a statement 

detailing the following: 

 

a. Clear statement on how online office hours are conducted; to include ways in which 

instructor(s) may be contacted 

b. The minimum level of student preparation needed, and, if applicable, prerequisites are 

clearly stated 

c. The minimum technical skills needed of students to be successful 

d. Clear statement on the required hardware (i.e. PC or Mac, webcam) and software (i.e. 

version of operating system or word processing software) needed 

e. Method of assessment/evaluation for measuring course objectives  

f. Method for instructing students on how to access resources (i.e. library) at a distance 

g. Method for informing students of the technical support offered, including contacts to help 

resolve technical problems 

h. Method for insuring the integrity of evaluation methods including information about 

proctored exams, if required 

i. Method for communicating expectations for participation in online discussions, email, 

and other forms of communication 

j. Method for providing students with a schedule of class activities, including due dates for 

all course activities and, if applicable, a schedule of when students must be in attendance 

for traditional in-class instruction 

k. Method for ensuring appropriate student-student and student-faculty interaction through 

appropriate course design 

l. Method for addressing issues related to students who fall under the Americans with 

Disabilities Act 

m. Department certification/statement that faculty assigned to this distance education course 

have taught an online course previously or a statement from the Distance Education 

Office, in consultation with the department, that faculty will have undergone training 

before the start of the semester in which the course is offered.  

n. Department certifies that the identity of a student who participates in Distance education 

coursework is verified by using, at the option of the instructor, methods such as—(i) A 
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secure login and pass code (i.e. Desire2Learn); (ii) Proctored examinations; and (iii) New 

or other technologies and practices that are effective in verifying student identification. 

 

NOTE:  

 

All CAPC forms (See Form Below) can be filled out electronically and then saved as Microsoft 

Word documents. These documents can then be forwarded for further signatures as necessary and 

can be accompanied by additional word documents that include the syllabus, other CAPC forms as 

necessary (for Academic Foundations, I, W, and J approvals), etc.   
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VI. CAPC Distance education Course Approval or Modification Form   
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VII.  Distance education Course Approval or Modification Review Form 
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VIII. Sample Approved “DE” Course  

 

Sample #1-Distance Education Course 

 

EDA 580/Contemporary Issues in Special Education 

Distance Education Section 

Spring 2010 (3 credits) 

 

Email:     ___________@wcupa.edu 

Telephone:    610.436.1234 

Fax:     610.436.4321 

Office Hours:   (via Live Classroom) T, TR: 10:00 a.m. – 12:00 p.m.; F:  8:00 a.m. – 9:00 a.m 

or by appointment  

 

Distance education Statement:  
Distance education uses technology to facilitate learning without the limitations of time or place.  In order 

to capitalize on this flexibility and become a successful online learner, participants should consider the 

following:  

 

Self-motivation and self-discipline are critical: Students are expected to actively participate in the online 

classroom. They should log in frequently, read and respond fully to conference discussion topics, and must 

submit assignments on time. 

 

Planning and organization: Online students need disciplined work habits, effective time management 

skills, and the ability to work both alone and collaboratively. Students should expect to devote 9 to 12 

hours per week to coursework for a three-credit class. 

 

Communication skills: In the online environment, communication takes place through the written word. 

Students need strong English reading and writing skills in order to express their thoughts as they participate 

in conference discussions and other classroom assignments. 

 

Technology skills: Students are expected to be competent in the use of computers, the World Wide Web, 

and commonly used software programs such as the Microsoft Office Suite of applications. Students without 

experience using the university’s learning management system (Desire2Learn) can contact the instructor 

and/or the Student Help Desk to arrange instruction. Students will also be given instruction on the first day 

of class on how to successfully navigate and complete assignments within the Desire2Learn system.  

Students must have access to the most current version of Internet Explorer/Safari/Mozilla.  It is expected 

that all students will be able to open Microsoft Office 2007 files.  Students are encouraged to contact the 

student help desk to ensure that their computer equipment if sufficient for the D2L operating system.  

Students must be able to readily access the internet via cable or broadband as files may be large in this 

course. Students must have an external or internal microphone; video is optional. 

 

In this course we will be using the Desire2Learn (D2L) Learning Management System. If you are new to 

D2L please read the support manual explaining the various tools and functions. If you have questions about 

using D2L please contact me, D2L tech support (Open 24/7) or the WCU technology helpline at 

610.436.3349.   

 

 

Get a head start: Online classrooms are available to students one week before the actual start date of the 

course. Students should login early, order textbooks, read the syllabus to get an overview of the 

coursework, and plan their semester  

   

Prerequisites:   Students must have taken EDA 541 prior to this course.  
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Course Description: 

 

This is a required course in the post-baccalaureate certification and M.Ed. programs in special education.  

This course will provide students with the concentrated study of current special education issues.  Particular 

attention will be paid to program implementation and developments as well as ethical ramifications 

resulting form recent legislation research.  Through various assignments to include web quests, research 

essays, online chats, debates and discussions and readings, students will gain an understanding of factors 

inherent in special education form those in contact with students with disabilities.  Problem solving, 

interaction, and dialogue will be strongly emphasized.  Students will develop and extend their knowledge 

base and develop skills of reflective inquiry.  

 

Course Objectives: 

 

The following objectives represent essential skills for teachers derived from both the Council for 

Exceptional Children and the National Education Technology Standards for Teachers.   

 

1. Identify and understand emergent issues in special education practices surrounding identification, 

placement, curriculum and instruction, and evaluation.  [1.K.1, 1.K.3, 1.K4, 1.K.5, 3.K2, 4.K.7, 

6.K.2, 7.K.1, 7.S.6] 

2. Identify and understand implications of recent school reforms and legislative/case law actions that 

affect special education practices.  [6.K1, 7.K.4, 7.K5, 7.S.1] 

3. Design and implement action research that addresses local school concerns surrounding special 

education practices. [1.K.2, 4.S.17, 5.K.1] 

4. Effectively use research literature to define and investigate current and ongoing issues. [8.S.8] 

5. Effectively problem-solve issues of direct impact to individual practitioners. [1.K.2, 4.S.17, 5.K.1, 

6.K.1, 7.K.4, 7.K.5, 7.S.1] 

6. Demonstrate continual growth in technology knowledge and skills to stay abreast of current and 

emergent technologies.  (I.B.) 

7. Design developmentally appropriate learning opportunities that apply technology when planning 

learning environments and experiences. (II.B.) 

 

Methods of Instruction:  Distance Education 

 

Technology based instruction 

Discussion and limited lecture 

Collaborative Group Work  

 

Course Evaluation 

 

Class Attendance and Participation (+ or – points (+25 points or -5 points per class missed).  

Attendance on line is monitored via D2L.  Therefore, you are strongly encouraged to attend class.  

However, students may miss up to one class session when they are not involved in any type (group or 

individual) presentation (or 3-hour equivalent) without penalty.   Only excused absences in accordance with 

the Excused Absences Policy for University Sanctioned Events, or absences for illness or other unforeseen 

circumstances with verification of treatment will not be penalized.  Absences on days in which you are 

required to present will lead to forfeiture of the points assigned for the 

examinations/assignments/presentation.  If you miss a class because of an unforeseen illness (i.e., you 

cannot get word to me in advance) you may make-up missed assignments, tests, etc., by showing me 

evidence of a visit to a doctor (i.e., a note).  I will discuss other arrangements with anyone for whom some 

other unforeseen event prevents attendance in a given session.  In either case, we would expect that you 

would contact me as soon as possible after the missed class.  
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Assignments (with Course Policies): 

 

Following is a list of the assignments/requirements for this course.  In some instances, further description 

will follow:   

 

This is an online distance-learning course. Students must complete all course requirements in their 

appropriate sequence and in a timely fashion. Please visit D2L at least every other day to check the course 

calendar, read announcements and new discussion board postings, submit written assignments, and post 

discussion board messages. Students are responsible for keeping up with and adhering to the due dates and 

other instructions posted there in the course calendar and announcements areas of the D2L online 

classroom. 

 

**Note--Response time: Except for weekends, I will normally respond to email and to questions 

within 48 hours.  Unless otherwise indicated, written assignments will be graded and returned within 

10 days of their submission. 

 

Announcements 

 

You are responsible for reading all Announcements posted by the instructor in the D2L announcements 

area. Check announcements each time you login being sure to read all announcements posted since the last 

time you logged in. 

 

Announcements are automatically shown to you on entry to the D2L online classroom. Some are 

permanent and always show. Others only show during the day they are posted. To see the previously posted 

nonpermanent announcements, select one of the tabs (last seven days, last month, etc) and use the scroll bar 

on the right of the screen. 

 

Assignments 

 

Assignments are available from the D2L menu by clicking on the button titled Assignments, and clicking 

on the Assignment with the current week's date. Each assignment indicates the topics, reading assignments, 

essays, conferences, and any other activities that must be completed during the week.   

 

After you write an assignment, you will submit it in its appropriate week as indicated there (see D2L 

Assignments).  

            

**Note--All written assignments must be must be submitted as Rich Text (.rtf) files.  Work submitted 

in other file formats will not be graded and will receive no credit. Rich text files (.rtf) can be created 

and read by any word processing program. Consult (within Assignment folder help on how to 

complete each assignment) as well as the help section of this D2L Course Site to learn how to create a 

rich text file.  

 

1.  Before the first night of class assignment (150 points/ 50 points each) 

 

Online meeting with professor in Wimba Live Classroom to test technology needed for class. 

 

Sending email that syllabus was read in full.  

 

Introduction of Self in Discussion Board. 

         

2.  Three Asynchronous Discussion Board Online Conferences or Chats on Issue numbers 6, 8, and 

13 from your text (50 points each or 150 points)  (Chats last over a period of time so due dates are 

listed in table below) 
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    The Asynchronous Discussion Board Online Conferences are intended to be conversations between 

members of the class based on the required readings and other assigned materials. Since there would be 

little or no conversation between us if everyone posted their contributions on the last couple days of the 

assignment, I have instituted the following rules. Unless otherwise indicated in the instructions that 

accompany a particular Asynchronous Discussion Board Online Conference, the following rules apply.  

 

       1. Asynchronous Discussion Board Online Conferences or Chats are required and graded. 

            

       2. Grades are determined in the following manner: 

                  

A. DB conferences usually last 12 days before closing. 

B. Contributions should be written in clear Standard English. 

C. Conferences require two kinds of messages: primary and secondary.  

 

1. Primary postings 

1. Two, of these are required in a conference 

2. Length: between 75 and 150 words 

3. Primary postings are your messages, which fulfill the primary activity of the 

particular conference as indicated in the instructor’s directions for it. 

4. Primary postings are usually due prior to midnight of the third day before the 

close of the conference.  No credit will be given for primary postings made after 

this deadline 

 

2. Secondary postings 

1. At least two of these are required in a conference 

2. Must enlarge upon, evaluate, constructively criticize or otherwise intelligently 

add to the primary posting of at least two classmates 

3. Must do more than merely agree or disagree in order to receive credit 

4. May be posted for credit until the closing of the conference. 

 

3. Discussion Board/Chat Notes: 

1. Before contributing to a conference, be sure to read all messages posted since 

your last visit so that you are able to post your own primary message. 

2. If someone already posted on a topic you intended to use, you may NOT post it 

as a primary message but you can reply to it as a secondary message. 

3. Post your primary topic as a new thread.  

4. Discussion board conferences are time sensitive and, if missed, may not be made 

up. However, there are more conference points available than can be used if you 

earned them all.  

 

 

3.  Five Synchronous Online Discussion Board Conferences and Group Debates (1 per group) (100 

points)  (Using the same assigned groups for Wikis, you will develop a debate within your group and 

present the debate.  (See assigned Issues (#’s 3, 5, 11, 12, 17) and dues dates below 

 

In the Synchronous Discussion sections, you will have the opportunity to discuss and deliberate 

controversial issues in special education, that is, issues on which experts disagree, and reasonable, strong 

arguments can be made on both sides.  Thus there is no one “correct” answer for any of these issues, 

although they are all important and, I hope, interesting.   

 

You will be assigned to a group and Issue/Topic either Pro or Con.   On the date/time of the Online 

Discussion you will lead the Synchronous Discussion.  Participation in online discussions is required and 

graded.  For these discussions/debates you will need audio and video access.  The discussion board 

conferences are synchronous and as such and have definite dates (falls on days that class would be held if 

we were in a brick and mortar classroom) and time indicated in the instructions for each conference. The 

purpose of the discussions is to stimulate study and discussion of the weekly reading assignments. 
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This discussion sections will adopt a panel format.  The panel members are to clearly present the arguments 

on their side of the issue.  After the panel members have presented their arguments, the discussion will be 

opened up for questions, comments, and criticisms from the other members of the class.   

 

4.  CONNECT PILOT PROJECT (100 points) (Due March 29, 2010) 

 

It has been increasingly my goal to research high level, internet resources for preservice teacher candidate 

learning.  As such, I will have you participate in a pilot of CONNECT Module #1 which looks at embedded 

interventions for inclusion of young children.  Within the module are problem-based activities for you to 

complete.  It is estimated that the full module takes 5-6 hours to complete, so therefore you need not 

complete in one sitting.  We will discuss the module as a whole in class on March 29, 2010.  

 

5.  Group Wiki  (100 points) (Due April 19, 2010) 

 

You have been assigned to a group to address Response to Intervention (RTI issues).  Use as your initial 

source, Issue numbers 7 and 16 to help you get started.  Each group will select a side of one of the issues 

related to RTI, and locate resources to include journal and text citations, video, internet citations, etc that 

help to defend your side to be presented in a group Wiki.  From this Wiki, develop and place at the end of 

you wiki, 5 talking points which you will share in synchronous class on April 26, 2010. 

 

6.  Individual Research Paper and Power point Presentation (100 points)  (Due April 26, 2010 and 

Final Exam night, TBA) 

 

Selecting from an Issue (side) for your textbook not covered in any other assignment for this course (Issues 

not covered in other 1, 3, 4, 9, 10, 14, 15, 18, 19 or 20), select a side, research and write a 5-10 page paper 

(with at minimum 10 sources, cited in APA style), save as a Rich Text Format Document and submit to 

Digital Drop box.  Develop a 5-slide power point presentation based on your research to be presented in 

class on the night of the final exam. 

 

 7.  Annotated Teacher Webliography (100 points) (Due as Final Exam or earlier if completed) 

 

Students are expected to locate 20 URL or websites that teachers would use in their classrooms for 

any of the following: assessment, lesson preparation, resources, information, etc., essentially teacher 

tools.  Each website is to be working and a summary of the usefulness, i.e. what teachers would find 

on these websites should follow.  This will be turned in as a RTF document and will be compiled and 

placed on D2L for all to print out and use as a reference. 

 

Class work submission policy: 

            

Homework (essays, discussion board contributions, exams, etc.) will not be accepted via email. 

Homework submitted via email will not be graded. Homework must be submitted in the designated 

areas within the D2L online classroom, namely the Digital drop box using Rich Text Format. 

 

  

Please note that all assignments need to be turned in by the deadlines provided.  Late submission will 

incur a penalty of 5 points/day. 
 

Grading System 

 

 (Reference:  West Chester University Graduate Catalog). 

 

Due Date Assignment Points 

Before first night of class Online meeting with 

professor in Wimba Live 

50 points total (50 for online meet 50 for syllabus 

review and email) and 50 points of Discussion Board 



CAPC DISTANCE EDUCATION HANDBOOK   15 

ClassroomSending 

email that syllabus was 

read Introduction of 

Self in Discussion board 

Introduction (total – 150 points) 

See weekly chart below Three Asynchronous 

Chats (Discussion Boards) 

on Issues, 6, 8 and 13 

150 points (50 points each) 

See weekly chart below 

and group assignment 

Five Synchronous Chats 

(Debates) on Issues, 3, 5, 

11, 12, 17 

100 points for Leaders/Debaters  

March 29, 2010 Connect Module 100 points  

April 19, 2010 Group Wiki presentation 

with Talking Points 

100 points  

April 26, 2010 and Final 

Exam Date (TBA) 

Individual Research Paper 

and Power point 

Presentation on any issue 

not covered in class 

100 points  

Final Exam Annotated Webliography 100 points  

  Total = 750 points  

 

Course Readings: 

 

TEXTS:   

  

Required: 

 

Byrnes, M.  (2009).  Taking Sides Clashing Views on Controversial Issues in Special Education, Fourth 

Edition, McGraw-Hill, New York, NY.   

 

Course Calendar with Topics/Readings/Assignments: 

Date Topic Readings Assignments Due 

1/25/10 Introduction; review of 

Course and Syllabus;  

Materials on D2L  

Technology 

Navigation; 

Introduction of Self; 

Forming of 

presentation/debate  

All course materials 

posted to date 

Sign in Live Classroom 

no later than 4:30 p.m. 

 

**All before class 

assignments must be 

completed by this date. 

2/01/10-2/12/10 Chat, Issue 6 (Funding 

Systems) 

Text, Issue 6 See posting 

requirements 

2/15/10 

 

Debate #1 

Issue 3 

(Minority 

Overrepresentation) 

Text, Issue 3 Sign in Live Classroom 

no later than 4:30 p.m. 

 

2/22/10 Debate #2 

Issue 5 

(School Choice) 

Text, Issue 5 Sign in Live Classroom 

no later than 4:30 p.m 

3/1/10-3/12/10 Chat, Issue 8 

(NCLB) 

Text, Issue 8 See posting 

requirements 

3/22/10 Debate #3 

Issue 11 

(Testing for Students 

with Cognitive 

Text, Issue 11 Sign in Live Classroom 

no later than 4:30 p.m. 
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Disabilities) 

3/29/10 Debate #4 

Issue 12 

(Accommodations) 

Text, Issue 12 Sign in Live Classroom 

no later than 4:30 p.m. 

 

**Connect Module Due 

4/5/10-4/16/10 Chat, Issue 13 

(One Model of Service 

Delivery) 

Text, Issue 13 See posting 

requirements on 

syllabus 

4/19/09 Debate #5 

Issue 17 

(AD/HD) 

Text, Issue 17 Sign in Live Classroom 

no later than 4:30 p.m. 

 

**Wiki Talking Points 

Due 

4/26/10 Individual Research 

Project Power points 

 Sign in Live Classroom 

no later than 4:30 p.m. 

 

**Individual Research 

Power points due 

Final Exam Class Individual Research 

Project Power points 

 Sign in Live Classroom 

no later than 4:30 p.m. 

 

**Individual Research 

Project Power points 

 

**Webliography Due 

 

 

THIS SYLLABUS IS SUBJECT TO CHANGE, WITH PROPER NOTICE, AT ANY POINT IN THE 

SEMESTER 

 

COURSE WITHDRAWAL POLICY: 

A grade of W (withdraw) will be entered on the academic record of any student who withdraws from a 

course after the drop/add period and before the end of the ninth class week or the equivalent in summer 

sessions. A student may not withdraw from a course to avoid an academic integrity violation. After the 

ninth week of classes, students may not withdraw selectively from courses; they must contact the Office of 

the Registrar and withdraw from the University. The University will record a "W" for all courses in which 

the student is registered. However, if the effective date of official withdrawal is during the last week of 

classes, a letter grade or NG will be assigned for that course. A student may not receive a W during the last 

week of classes. (West Chester University Catalog, 2009). 

 

DISABILITY STATEMENT: 

We at West Chester University wish to make accommodations for persons with disabilities. Please make 

your needs known by contacting the instructor and the Office of Services for Students with Disabilities at 

ext. 3217. Sufficient notice is needed in order to make the accommodations possible.  
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Sample #2 Hybrid Course 

 

URBAN POLITICS 

PSC 304 

HYBRID ONLINE COURSE 

 

Office Hours:       Class Meeting Times: 

M/W 10:30 to 11 & 12 to 1    Online & In Class Per the Schedule  

Thursday 6pm to 7pm       

Wed 5pm to 6pm     

Fridays via E-Mail within 2 hours 

Phone: ___________________      

E-mail: ________@wcupa.edu 

 

COURSE DESCRIPTION: 

Tip O’Neil, an earthy politician, once said “all politics is local.”  This now ubiquitous phrase reminds us 

that while individuals are interested in the political machinations of the nation and the world, they are most 

concerned with those happening in their own back yard. 

 

This course explores the politics of governing urban areas and its residents.  During the course of the 

semester we will focus particularly on theories of urban power.  In an attempt to more completely 

understand the political dynamics of localities, we will engage in a political simulation.  Our simulation 

will recreate the political environment of a medium size city with many of the same characteristics of the 

borough of West Chester. 

 

In addition, we will look at the intersection of race and gender in the city, urban political economy, 

suburbia and its outcomes, federal responses to urban problems and how cities have responded to the rise in 

terrorist attacks. 

 

At the end of the course you should: 

1. Be able to discuss, synthesize and critique the many theories related to urban power 

2. Understand the intersection of race and gender and urban politics 

3. Be aware of the economic aspects of urban politics 

4. Know the history of federal involvement in urban areas 

5. Recognize the effects of terrorism on the urban form and understand what it portends for cities 

6. Be able to critically analyze works within the urban literature 

7. Gain an appreciation of urban politics through the lens of multiple disciplines including Political 

Science, Sociology and Economics. 

 

INTERDISCIPLINARY NATURE OF THE COURSE: 

Interdisciplinary courses are defined as courses questioning and offering an alternative to traditional 

knowledge production processes. They seek to be integrative and holistic, rather than fragmented and 

compartmentalized. They use an inquiry rather than a disciplinary or multi-disciplinary approach. The goal 

of interdisciplinary courses is to create greater tolerance of ambiguity and increased sensitivity to bias. 

Interdisciplinary courses aim at creating an understanding of the ethical dimensions of issues and enhance 

students’ ability to integrate information and think critically (Interdisciplinary Handbook, 2005).  

 

LEARNING GOALS OF THE DEPARTMENT: 

Students graduating with a political science degree will acquire knowledge of the discipline of Political 

Science and its subfields in terms of content, purpose, and methods. They will develop the ability to apply, 

synthesize, and critically analyze relevant materials and will demonstrate the necessary oral and written 

skills to convey their knowledge about political science to others. Learning in the department also takes 

place in an applied environment which offers ample opportunities to apply theories and concepts in a non-

classroom setting. 
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COURSE EXPECTATIONS & ATTENDANCE POLICY: 
You are expected to keep up with the week’s readings and course assignments. Because this is a hybrid 

course, you must exercise a significant amount of self-discipline in following the schedule of course 

requirements. You are expected to be fully and actively engaged in the online discussion boards. 

Attendance is absolutely required on those days we do meet in class. The instructor has an open door policy 

and is willing to work with students who have situations that may negatively affect their performance in 

class.  However, in these instances, it is requested that students meet with the instructor sooner rather than 

later. 

 

TECHNOLOGY SKILLS AND EQUIPMENT:  

Students are expected to be competent in the use of computers, the World Wide Web, and commonly used 

software programs such as the Microsoft Office Suite of applications. Students without experience using 

the university’s learning management system (Desire2Learn) can contact the instructor and/or the Student 

Help Desk to arrange instruction. Students will also be given instruction on the first day of class on how to 

successfully navigate and complete assignments within the Desire2Learn system.  Students must have 

access to the most current version of Internet Explorer/Safari/Mozilla.  It is expected that all students will 

be able to open Microsoft Office 2007 files.  Students are encouraged to contact the student help desk to 

ensure that their computer equipment if sufficient for the D2L operating system.  Students must be able to 

readily access the internet via cable or broadband as files may be large in this course. Students must have 

an external or internal microphone; video is optional. 

 

In this course we will be using the Desire2Learn (D2L) Learning Management System. If you are new to 

D2L please read the support manual explaining the various tools and functions. If you have questions about 

using D2L please contact me, D2L tech support (Open 24/7) or the WCU technology helpline at 

610.436.3349.   

 

REQUIRED READING MATERIAL: 

Strom, Elizabeth & Mollenkopf, John (2007).  The Urban Politics Reader.  New York, NY: Routledge.   

 

Vogel, Ronald & Harrigan, John (2007). Political Change in the Metropolis. New York, NY: Pearson 

Longman. 

 

Woodworth, James, Gump, W. Robert & Forrester, James (2009). Camelot: A Role-Playing Simulation for 

Political Decisions Making. Custom Edition for West Chester University. 

 

Handouts will be made available on D2L under course documents in the corresponding week’s folder. 

 

COURSE REQUIREMENTS: 

There are five requirements that must be met in order to be successful in this course. 

 

1. 20%--Discussion Boards (2 per week)  

2. 20%--Short Reading Quizzes (1 per week) 

3. 20%--Essay on Urban Power 

4. 20%--Critical Book Review & Presentation 

5. 20%--Take Home Final 

 

The grading scale is as follows: 

93+ A 77-79 C+ 60-62 D-  

90-92 A- 73-76 C 59-0 F 

87-89 B+ 70-72 C- 

83-86 B 67-69 D+ 

80-82 B- 63-66 D 

 

Discussion Boards: Students will engage in an ongoing dialogue with fellow students using discussion 

boards on D2L. These boards are located under course documents in the corresponding week’s folder. Each 

week students will be presented with two discussion boards. The first will ask students to reflect on the 
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readings in the Urban Politics Reader or one of the handouts. The second will ask students to find a news 

item related to urban politics and provide a brief explanation of the issue and how it relates to the course.  

At a minimum, each student must post twice to each board, for a total of four posts per week to receive full 

credit.  The first post to each board must be an original post with the second to each being a reply to 

another student’s post. The original post to each board must be completed by Wednesday at 11:30pm of that 

week and the reply post to each board must be posted by Sunday at 11:30pm of the same week. 

 

Short Reading Quizzes: Students will complete weekly online open book quizzes. These quizzes must be 

completed no later than Sunday at 11:30pm. They will cover the upcoming week’s readings.  These 

quizzes are a means of assessing your keeping up with course readings. They are located under course 

documents in the corresponding week’s folder. 

 

Essay on Urban Power: Students are required to compose a 5 to 7 page essay on the competing theories of 

urban power.  Essays must include the following items: (1) A synthesis of the current theories related to 

urban power (2) A critique of each theory (3) A personal reflection on which theory you subscribe to most 

and why and (4) A reflection of the local government meeting you attended through the lens of one of the 

theories. DUE MARCH 15
TH

, 2010. 

 

Critical Book Review & Presentation: Students are to write a 5 to 7 page critical analysis of a book related 

to urban politics. This activity will allow students to critically apply the knowledge they have learned in 

class.  Students should use class readings and lectures to support their analysis. Students will be required to 

develop a short 5-minute presentation on their book utilizing either Power Point or YouTube. These 

presentations should be posted before the last week of class. POST BY APRIL 26
TH

, 2010. 

 

Final Exam: Students will be given a comprehensive take home final on April 28
th

, 2010.  THE EXAM 

MUST BE TURNED IN DURING THE FINAL EXAM PERIOD IN CLASS. 

 

TOPICS AND READINGS SCHEDULE : 

 

Course Introductions 

 

Week 1 1/20-24 (In Class)Introductions to Course and Working in Desire2Learn 

   Handout: Why Study Urban Politics?  

 1/24  Quiz 1 Due by 11:30pm   

 

The Urban Context 

 

Week 2  1/25-31  Chapter 1: 21
st
 Century Cities (VH) 

    Handout: The Evolution of City Politics in America 

Poverty, Social Rights, and the Politics of Place in the United States 

(UR) 

  1/27  Discussion Board 1 & 2 (original post due by 11:30pm) 

  1/31  Quiz 2 Due by 11:30pm 

    Discussion Board 1 & 2 (secondary post due by 11:30pm) 

 

Week 3  2/1-7   Chapter 2: The Emergence of Metropolitan America (VH) 

  2/5 (In Class) Handout: Urban Bureaucracy and Service Delivery 

Top 10 List of things to Know About American Cities (UR) 

  2/3  Discussion Board 3 & 4 (original post due by 11:30pm) 

  2/7  Quiz 3 Due by 11:30pm 

    Discussion Board 3 & 4 (secondary post due by 11:30pm) 

 

Understanding Urban Power: a multitude of perspectives (Political Science, Sociology & Economics) 

 

Week 4  2/8-14  Chapter 2 Wrap-up 

Handout: Formal Structure & Leadership Style 
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    The Ward Organizations (UR) 

    Tammany Hall and the Democracy (UR) 

2/10  Discussion Board 5 & 6 (original post due by 11:30pm) 

2/14  Quiz 4 Due by 11:30pm 

  Discussion Board 5 & 6 (secondary post due by 11:30pm) 

   

Week 5  2/15-21  Monday: Chapter 3: Ethnic-Based Politics in the City (VH) 

  2/17 (In Class) Wednesday: Movie: The Real Gangs of New York 

Why Political Machines Have Not Withered Away and Other 

Revisionists Thought (UR) 

Resistance From Outside (UR) 

  2/17  Discussion Board 7 & 8 (original post due by 11:30pm) 

  2/21  Quiz 5 Due by 11:30pm 

    Discussion Board 7 & 8 (secondary post due by 11:30pm) 

 

Week 6  2/22-28  Monday: Chapter 4: Machine Politics and Reform 

Wednesday: Brooklyn Matters 

    How to Study Urban Power (UR) 

    Who Governs (UR) 

    The Interests of the Limited City (UR) 

  2/24  Discussion Board 9 & 10 (original post due by 11:30pm) 

  2/28  Quiz 6 Due by 11:30pm 

    Discussion Board 9 & 10  (secondary post due by 11:30pm) 

 

Week 7  3/1-7  Chapter 7: Community Power & Leadership 

  3/3 (In Class) Handout: Who Has the Power? 

    Looking Back to Look Forward (UR) 

  3/3  Discussion Board 11 & 12 (original post due by 11:30pm) 

  3/7  Quiz 7 Due by 11:30pm 

Discussion Board 11 & 12 (secondary post due by 11:30pm) 

 

Week 8  3/8-14  Spring Break No Classes or Online Assignments Due 

 

Week 9  3/15-21  Monday: Book Review Research Day (In Library) 

  3/17 (In Class) Wednesday: Introduction to Simulation 

  3/17  Discussion Board 13 & 14 (original post due by 11:30pm) 

  3/21  Quiz 8 Due by 11:30pm 

Discussion Board 13 & 14 (secondary post due by 11:30pm) 

 

Week 10  3/22-28  Simulation 

  3/22 (In Class)  Discussion Board 15 & 16 (original post due by 11:30pm) 

3/24 (In Class) Quiz 9 Due by 11:30pm 

3/28  Discussion Board 15 & 16 (secondary post due by 11:30pm) 

 

Week 11  3/29-4/4  Simulation 

  3/29 (In Class) Discussion Board 17 & 18 (original post due by 11:30pm) 

  3/31 (In Class) 

4/4  Quiz 10 Due by 11:30pm 

Discussion Board 17 & 18 (secondary post due by 11:30pm) 

 

Race & the City 

 

Week 12  4/5-11  Chapter 5: The Politics of Racial & Social Change (VH) 

     

Urban Political Economy 
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Week 12  4/7  Chapter 6: The Changing Urban Political Economy (VH) 

    The Postwar Politics of Urban Development (UR) 

    The Political Economy of Urban Regimes (UR) 

    Ethnic Stability and Urban Reconstruction (UR) 

    Discussion Board 19 & 20 (original post due by 11:30pm) 

  4/11  Quiz 11 Due by 11:30pm 

Discussion Board 19 & 20 (secondary post due by 11:30pm) 

 

Metropolitan Development 

 

Week 13  4/13-18  Chapter 8: Urban Sprawl (VH) 

    Chapter 9: Metropolitan Government (VH) 

    Regionalisms Old and New (UR) 

    Urban Sacrifice (UR) 

  4/14  Discussion Board 21 & 22 (original post due by 11:30pm) 

  4/18  Quiz 12 Due by 11:30pm 

Discussion Board 21 & 22 (secondary post due by 11:30pm) 

 

Urban Federal Involvement 

  

Week 14  4/19-25  Chapter 11: National Urban Policy (VH) 

    Swimming Against the Tide (UR) 

    Handouts:  

a) The Urban Situation and 9/11 

b) On the Front Line: American Cities and the Challenge of 

Homeland Security Preparedness 

4/21  Discussion Board 23 & 24 (original post due by 11:30pm) 

4/25 Discussion Board 23 & 24 (secondary post due by 11:30pm) 

 

Week 15  4/26-5/1  Book Review Presentations Posted Online By April 26
th

 

 

Week 16 FINAL EXAMS DUE IN CLASS DURING THE FINAL EXAM PERIOD. 

 

 

COURSE WITHDRAWAL POLICY: 

A grade of W (withdraw) will be entered on the academic record of any student who withdraws from a 

course after the drop/add period and before the end of the ninth class week or the equivalent in summer 

sessions. A student may not withdraw from a course to avoid an academic integrity violation. After the 

ninth week of classes, students may not withdraw selectively from courses; they must contact the Office of 

the Registrar and withdraw from the University. The University will record a "W" for all courses in which 

the student is registered. However, if the effective date of official withdrawal is during the last week of 

classes, a letter grade or NG will be assigned for that course. A student may not receive a W during the last 

week of classes. (West Chester University Catalog, 2009). 

 

DISABILITY STATEMENT: 

We at West Chester University wish to make accommodations for persons with disabilities. Please make 

your needs known by contacting the instructor and the Office of Services for Students with Disabilities at 

ext. 3217. Sufficient notice is needed in order to make the accommodations possible.  

 

ACADEMIC INTEGRITY: 

As responsible members of the academic community, students are obligated to comply with the basic 

standards of integrity. Students should familiarize themselves with the University's policies, procedures, 

and definitions of types of violations, as provided in the university catalog (West Chester University 

Catalog, 2009). 


