
Mt. San Antonio College 
DISTANCE LEARNING COURSE AMENDMENT FORM 

(REQUIRED) 
 

Process Flowchart 
(for new DL courses or amendment of existing traditional courses) 

 
For existing courses, obtain (from ICCIS) 
and attach to this form: 

• course description 
• current course outline 
• measurable objectives 
• methods of evaluation and sample 

assignments 
Course information must have been 
updated in the last four years 

 For new courses, create and attach to 
this form: 

• course description 
• current course outline 
• measurable objectives 
• methods of evaluation/sample 

assignments 

↓        ↓ 
                Obtain DL Course Amendment Form    

↓  
  Meet with Distance Learning TEAM for mentoring during development phase        

↓  
   Complete online teaching certification process  

↓  
   Complete DL Course Amendment Form  

↓  
   Present course website to Department for tentative approval   

↓  
   Meet with Distance Learning TEAM for any modifications to course    

↓  
   Department Approval, Chair signature       

↓  
   Division Approval, Dean signature   

↓  
   Educational Design Committee Approval    

↓ 
   Instruction Office – assigns special designator  

↓ 
   Placement in Mt. SAC schedule  

↓  
   Course is offered        

↓  
   Stipend is paid to faculty for *first time development   

 
*The first DL course that is developed by a faculty member results in a stipend being paid to the faculty member in 
the amount of $1000 after the course is offered and taught by that faculty member.  Subsequent course(s) and 
web development does not result in any further stipend.  Training, workshops, and resources are available for 
faculty from Online Learning Support Center and Staff & Organizational Learning. 
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Mt. San Antonio College 
DISTANCE LEARNING COURSE AMENDMENT FORM 

(REQUIRED – fill in blanks only) 
 
Course Title  __ Introduction to General Chemistry________________________ 
 
Prefix/Number  ___Chem 40____________ 
 
Developer  ___Terri Beam__________________   Date___8-23-05________ 
 
Department  ___Chemistry______________________________________________ 
 
Course Content: 
Course content of this Distance Learning course must match the approved curricula (course topics, 
measurable objectives) for the regular course, currently on file.  The faculty member submitting this 
amendment and his/her Department are responsible for reviewing the Distance Learning course content 
to see if the course outline and measurable objectives may be achieved in the Distance Learning mode 
selected.  To achieve this match, obtain a copy from ICCIS of the current curriculum for the regular 
course (or create a new curriculum for a new course). Attach that information to this document.  In 
addition, all distance learning course content must be accessible to students with disabilities. For aid in 
developing accessible course materials, contact Disabled Students Programs and Services. 
 
Delivery: 
Any Mt. SAC course that replaces seat time with online learning must have this Form completed and 
approved.  The State of California defines a Distance Learning course as one in which the student’s seat 
time has been replaced at least 51% of the time by distance learning.  Mt. SAC’s distance learning 
courses (online and hybrid) are courses that have regularly scheduled replacement of seat time, and are 
published accordingly in each Mt. SAC Schedule. What percentage of seat time will be replaced by 
distance learning in this course? 
 
___43 - 57__ %   (min and max when replacing either [lecture] or [lec & disc] seat time) 
 
Meet with the Online Learning Faculty Mentor (x6614) in order to begin the process of adapting 
traditional course components for online delivery.  Some measurable objectives may not be feasible in 
the DL mode, and the developer may then plan for a hybrid delivery instead of a strictly online delivery 
mode. Use the tables provided in Supplemental Information on the Methods of Instruction and 
the Course Weekly Schedule of Activities below to begin the transformation to online learning 
components and their delivery.  Also, begin development of a course web site to deliver the course 
materials to students.  After the course web site is developed, the new course delivery and web site can 
be presented to the department for their approval. 
 
Course Information: 
Develop a course web site for your distance learning students to use during the course.  If you need help 
in creating web pages, contact the Online Learning Support Center at x5016 or the Online Learning 
Faculty Mentor (x6614) for assistance. A well-developed course web site should include: 
 

• Course outline (of record) 
• Learning objectives/outcomes 
• Syllabus  

o Schedule of weekly activities(assignments and deadlines) 
o Instructor contact information 
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o Grading policy 
o Attendance policy 
o Make-up policy for missed work 
o Campus policies – add/drop, academic dishonesty, repeating courses 
o Departmental intervention plan for repeating of courses 

• FAQs  
• Student and instructor expectations 
• Accommodations for disabled students 
• A variety of web-based learning materials 
• Discussion forum (within or out of course web site) 
• Interactive and relevant links to assignments or activities 
• Site map 
• Course web site organized around themes or chunks of information 

 
Course web site address: _http://elearn.mtsac.edu/tbeam/chem40___________ 
 
(If a UserID and Password are required to view your web site, please provide that information to Kerry 
Stern, Dean of Library and Learning Resources, x5658) 
 
Student – Instructor Contact: 
Title 5 Regulations, and the California Board of Governors for the California Community Colleges, require 
that course quality standards are met (same as applied to traditional courses) and that regular, effective 
contact between the student and instructor are included in the design of the course.  Please complete 
the following Supplemental Information on the Methods of Instruction and the Course Weekly 
Schedule of Activities, being as descriptive and specific as possible.   
 
Past Training and Certification: 
 
__x___  Web design workshops: ( __x_Mt. SAC  _x_Other  ___Frontpage & Dreamweaver_software) 
 
__x___  Course management training: ( __Mt. SAC  _x_Other  _Blackboard, WebCT, eCollege, 
Angel) 
 
__x___  Online courses: ( _x__Mt. SAC  ___Other  __Chem 2A – Fundamentals of Chemistry, 
Introduction to Online Learning, Online Teaching Strategies____Courses) 
 
__x___  *Date of Certification for online teaching (required): ___12/10/04___________________ 
 
__x___  Other experience: __5 years of mentoring Mt. SAC faculty with web design and course 
development/instructional design, facilitator/verifier for Certification for Online Teaching 
process_ 
 
Do you have a computer that you will use to manage this course?  Yes __x____    No ________ 
 
If yes, tell us about your computer: PC _x__ Mac ___  Year _2003_ Mt. SAC __x__  Yours _____ 
 
What additional equipment or software do you need to manage this course most effectively? 
 
_____ Computer _____ Printer  _____ FAX  _____ Other____________ 
 
Software ____________________________________________________ 
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Course Management and Tools: 
How will your course be delivered, managed, and maintained? 
 
__x__ FrontPage Web on Mt. SAC server  _____ Web pages on another server 
 
_____ WebCT       ___x__  Blackboard  
 
_____ eCollege     _____  Other__________________ 
 
Instructional Design: 
Some questions to consider, in the design of your course: 
 
1. How will interaction(s) with the instructor and among the students be accomplished? 
 
Class interactions are accomplished through many weekly activities completed by each 
student (textbook readings, written lab reports, chapter homework and summary sheets, 
practice quizzes, quizzes, exams, discussion sessions, lab exercises and experiments, and 
guided activities, study and review sessions) individually or through group work, conducted 
either face-to-face in a classroom or online (interactive course outline and measurable 
objectives, course calendar, discussion forum postings, online office hours, optional 
chatroom, email and listserv messages, interactive classmate information, publisher’s 
companion website supplemental activities, and announcements on web pages). 
 
2. What will make this interaction effective? 
 
Effective course design is essential to success of students in online courses   Success in an 
online course is mainly accomplished by an instructor communicating to students the 
learning objectives that are to be achieved, and then providing clear, concise direction and 
management of the learning activities that, when completed, will achieve the objectives. 
Students are encouraged and motivated to learn through a variety of interesting learning 
activities that address several learning styles.  It is important for students to see that the 
instructor has an interest in their learning process, and is willing to help them reach the 
expected level of understanding of course concepts.  Generally, most class interactions are 
initiated by the instructor, directed to the students.  Students complete an assignment and 
turn them in to the instructor, who then follows up with feedback on the student’s learning 
level.   
 
Interactions in this course are purposely designed to be effective, using the following 
methodologies: 
 
Interactive course outline and schedule – all course topics (matching official course outline 
and measurable objectives) are listed, week-by-week, in the course web site for students to 
follow.  Week-by-week calendars and deadlines are provided so students stay on task at all 
times, and do not fall behind with completing learning activities.  Since many chemistry 
concepts are built upon other concepts, it is important that students stay on the course 
weekly schedule, so they are ready to apply the learned concepts in lab activities, or when 
new concepts are introduced.  The course outline and calendar provides this direction and 
time management for the students.  All course topics are integrated with several online or 
electronic interactive course activities (developed by the instructor and/or the publisher), 
so that students can learn the course material through a variety of learning methods.  
Students can choose from the available learning activities which activities that best suit 

 4



their own learning styles.  In the beginning of the course, students are directed to explore 
all of these learning methodologies through a variety of required class activities, so they are 
aware that they all exist and are available for student learning.  This online integrated, 
interactive course outline effectively facilitates the majority of student learning in the 
course. 
 
Online class announcements – the course web site home page is where the online class 
announcements are displayed, so the students are presented with the latest instructor 
announcement every time they log on to the course web site.  All previous posted 
announcements are also archived on the instructor’s web page, so students can revisit any 
previous postings to see if they missed any announcements.  Online announcements are an 
extremely important factor in keeping the students on track with course assignments and 
properly preparing them for once-a-week class meetings.  Announcements are also an 
excellent way for instructors to encourage, motivate and humor their students along the 
way.  
 
Classroom discussions – these face-to-face sessions reinforce the concepts presented in the 
textbook chapters, and provide many opportunities for practicing problem-solving 
procedures that are used in homework problems.  Classroom discussion activities include 
review of homework, concept discussions, practice quizzes, quizzes and exams.  This face-
to-face time allows students to ask questions and practice problem solving procedures, and 
is very important to student learning.   
 
Online Discussion Forum (DF) – the online DF is an important component in keeping the 
students on task and providing them a more thought-provoking opportunity to participate in 
class discussions.  The online DF also provides the instructor with more insight into the 
student’s actual understanding of course concepts on a weekly basis (which does not 
regularly happen with all students in a traditional classroom), and allows the instructor time 
and opportunity to correct flawed learning in a timely fashion.  Students are required to 
post at least one message to an online discussion forum on a certain topic by a weekly 
deadline.  Each week the topic changes, and is correlated to the current chapter’s topics or 
current week’s.  In these DF posted messages, students must gather some information 
before posting, and then post an original message (must check all of the other previously 
posted messages to make sure that their messages are new info) by the established DF 
deadline.  In most instances, students must complete some activity (examples are web 
research, finish chapter reading and/or homework, complete interactive assignment on 
publisher web site, or explore computer simulations on textbook CD) before posting their 
messages to the DF.  By requiring students to post only “original” messages forces each 
student to read through all of the already posted messages, and develop original thought.  
This course component requires participation by all students, thereby creating class 
discussions where all students do participate actively, unlike some traditional classrooms.  
The online DF gives a student the time to reflect on the topic presented, time to organize 
their own thoughts before “speaking up” to the class, and the chance to research the 
concept to give an integrated, thoughtful response.  This depth of student contribution is 
rarely achieved in a regular classroom discussion with students.   Students are required to 
reply to other student comments, so all students participate in the DF, which is often more 
than what occurs in traditional class discussions.  DFs allow students to show a side of 
themselves that they do not always show in a classroom situation.  Instructors can easily 
view all posted messages to give credit and assess each student’s progress in learning 
course topics, as well as post reply messages to correct misguided students or add 
comments.    
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Listserv and email – ordinary email messages are primarily used for one-to-one interaction 
between a student and the instructor on particular issues.  Email messaging is important for 
individual questions and private communications between a student and the instructor.  
Class listserv messages are used for important announcements from the instructor to the 
entire class.  Students are expected to maintain and check their Mt. SAC email accounts 
regularly for instructor listserv announcements.  Class announcements from the instructor 
are ordinarily facilitated on the course web site’s home page. 
 
Chapter summary sheets – these summary exercises are performed on the topics in each 
chapter (corresponds to official course outline).  This exercise requires students to reflect 
and integrate all of the newly learned concepts, math equations, procedures for problem 
solving, and particular chemical notations into one sheet at the end of their learning for 
each chapter.  It is important for students to individually complete this activity, using all of 
their course resources to construct, integrate, and know how to display their recently 
gained knowledge, in order to be ready for future concepts or assessments.   The instructor 
reviews these chapter summaries and returns these to the student with comments for 
continued learning and assessment. 
 
Laboratory activities and experiments - students are required to meet at least once a week 
in lab class in order to develop hands-on laboratory skills during wet chemistry 
experiments.  Additional lab activities (guided instructional activities, simulations, pre- and 
post-lab exercises) are performed to reinforce lecture concepts and to provide students the 
opportunity to practice particular lab techniques, working either individually or in groups, 
with instructor supervision and guidance.  Students must conduct themselves in lab class 
according to accepted lab safety procedures. 
 
Classmate and instructor information – pictures of the instructor and all of the students in 
the class are taken at the mandatory meeting and placed on the course web site for all 
students to view, along with student names and email addresses.  This helps students to 
learn names of classmates, and especially facilitates interaction among students.  Students 
are directed to this classmate information when working on group assignments and other 
class activities. 
 
3. What problems do you expect to encounter with these interactions? 
 
Some students may not log on to the course web site as often as they should in order to see 
class announcement or course calendar to stay on task. Also, some students underestimate 
the amount of time that is needed in order to be successful in an online course, regardless 
of what they are told in advance by the instructor.  Those students who do not devote an 
appropriate amount of time to complete course activities may fall behind in assignments, 
come to class unprepared, or miss on-campus meetings or online class activities altogether. 
 Students will be encouraged to check the course web site regularly for announcements 
from the instructor, to participate in weekly online activities, and to be prepared for 
upcoming lab class or lab meetings.  At the beginning of the course, students are presented 
with comments from students in previous courses, that gives advice and comments for 
succeeding in this course.  This activity, along with comments from current students who 
have been successful in other DL courses, seems to provide much motivation for learning to 
the current students. 
 
Instructors and students can get bogged down on any one chapter, dealing with difficult 
course material.  The instructor must provide timely, diligent direction and focus throughout 
the term of this course in order to facilitate effective student learning.  The course web 
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pages must be actively maintained, with no interruption in service to the students.  Email 
must be monitored regularly, and feedback must be given on a regular basis, in order for 
students to progress through all of the material to be covered. 
 
4. How will you enhance student learning through the use of the Internet? 
 
Student learning in this course is enhanced by the use of a comprehensive course web site 
that facilitates student learning through online interactive activities (integrated course 
outline, course calendar, links to online activities, online DF, and regular class 
announcements posted on the course web site home page). Especially enhancing activities 
are those that utilize the publisher’s companion web site (many chemistry learning tools, 
practice quizzes and exams), and the CD which accompanies the textbook (which operates 
by the student’s computer periodically interacting with the publisher’s companion web site) 
 to produce interactive problem-solving exercises, animations, simulations, and movies that 
introduce new topics, and to allow students to apply the concepts.   
 
5. How will you handle assessments (exams, quizzes, etc.)? 
 
Students are apprised of the course’s measurable objectives and a comprehensive study 
guide throughout the course, so they can periodically self-assess their progress and 
knowledge before class quizzes and exams.  Problem-solving and concept application that 
correlates with the learning objectives are practiced in every chapter.  All course quizzes 
and exams are conducted either in a class meeting, in an online format, at Mt. SAC’s 
Learning Assistance Center, or at Disabled Students Programs & Services.  All assessments 
require student authentication to ensure academic honesty and integrity. 
 
6. How will you handle students who need more attention? 
 
Students who need more attention are encouraged to make the best use of class meetings, 
office hours, email, phone contact, discussion forum postings, student study sessions, and 
the publisher’s companion website to get help in the course.  At the beginning of the course, 
great emphasis is placed on telling the students to take initiative and responsibility for their 
learning and for getting help when they need it.  Students are required to take the SOLAR 
Quiz (Skills of Online Learning, Assessment of Readiness) during the first week of the 
course to assess their current technical and technological skill level, motivation for learning, 
learning styles, and time management ability.  Information on the SOLAR Quiz is reviewed 
by the instructor, and if necessary, discussed with the student promptly, in order to avoid 
problems or issues that could arise due to students being under prepared or 
misunderstanding course expectations. 
 
7. How do you plan to evaluate the effectiveness of this course? 
 
Student success in this course will be compared to the success (A, B, and C grades) with 
students in traditional courses, offered in the same and previous terms.  Students are 
surveyed at the end of each class and are asked to make recommendations for future class 
offerings. 
 
8. How do you plan to provide “alternate media” for students with disabilities? 
 
Information is provided on the syllabus and course web site regarding assistance that is 
available from Disabled Student Programs and Services (DSPS), so that disabled students 
needing assessment or additional help with disabilities know where to go for help.  Students 
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needing any special accommodations for disabilities are encouraged to contact the 
instructor at the beginning of the course.  The course web site will maintain accessibility, 
according to Section 508 guidelines.  Any students needing alternate representations of 
course materials will be provided these materials from the instructor, upon request.  
 
 
Mt. SAC Student Resources: 
What campus resources will you or your students need for this Distance Learning course? 
 
__x__ SOLAR:  Skills for Online Learning – Assessment of Readiness 

(http://elearn.mtsac.edu/olsc/readiness) 
 
__x__ Learning Resources (Library – http://library.mtsac.edu) 
 
__x__ LTC/Learning Assistance Center (tutoring – http://ts.mtsac.edu, http:// lac.mtsac.edu) 
 
__x__  Placement/Assessments (English, Math, Chemistry, etc.) 
 
__x__ DSP & S accessibility adaptation 
 
_____ Other _______________________________________________ 
 
Future Support and Certification Needed: 
What additional training or technical support will be needed to create this Distance Learning course?   
 
None at this time.  CMS training will be needed when it is available. 
 
 
 
 
 
 
 
 
To start the certification process for online teaching, contact the Online Learning Faculty Mentor at 
x6614. 
 
 
 
 
 
 
 
 



Supplemental Information on the Methods of Instruction in a Distance Learning Course 
 
Please use the table below to describe each method of instruction/learning that is to be used in this Distance Learning course.  Use a unique abbreviation 
for each method listed, that later can be placed in the Course Weekly Schedule of Activities (following this table).  Provide a detailed description of 
each method or activity, and clearly explain how a student will use this method.  Also, indicate whether this activity is an active or passive learning method 
for the student.  An example is provided.  This information will become a part of the official course information, so include all methods that 
may be used. 
 
Abbreviation Detailed description of method/activity Active or Passive? 

(A or P) 
 
 
 
 
 

ICO 
 

Interactive Course Outline with Learning Objectives– all course topics (matching official course outline and 
measurable objectives) are listed, week-by-week, in the course web site for students to follow.  Week-by-week 
calendars and deadlines are provided so students stay on task at all times, and do not fall behind with learning.  
Since many chemistry concepts are built upon other concepts, it is important that students stay on the course 
weekly schedule, so they are ready to apply the concepts in lab activities, or when new concepts are introduced.  
The course outline and calendar provides this direction and time management for the students.  All course topics 
are integrated with several online or electronic interactive course activities (developed by the instructor and/or the 
publisher), so that students can learn the course material through a variety of learning methods.  Students can 
choose the learning activities that best suit their learning styles.  In the beginning of the course, students are 
directed to explore all of these learning methodologies through a variety of required class activities, so they are 
aware that they all exist and are available for student learning.  This online interactive course outline effectively 
facilitates the majority of student learning in the course. 
 

 
 
 
 

A 

 

CC 
 

Course Calendar – a visual representation of all of the course assignments and deadlines, prvided to keep 
students on track with course progress and learning.  This is provided in a monthly calendar format, as well as 
textual/tabular format. 

 

A 

 
 
 

A 
 

Announcements – the course web site home page is where the online class announcements are displayed, so 
the students are presented with the latest instructor announcement every time they log on to the course web site.  
All previous posted announcements are also archived on the instructor’s web page, so students can revisit any 
previous postings to see if they missed any announcements.  Online announcements are an extremely important 
factor in keeping the students on track with course assignments and properly preparing them for once-a-week class 
meetings. 

 

 
 

P 
 

 

EM 
 

Email messages – ordinary email messages are primarily used for one-to-one interaction between a student and 
the instructor on particular issues.  Email messaging is important for individual questions and private 
communications between a student and the instructor.   

 

A 

 

L 
 

Listserv – Class listserv messages are used for important announcements from the instructor to the entire class.  
Students are expected to maintain and check their Mt. SAC email accounts regularly for instructor listserv 
announcements.  Class announcements from the instructor are ordinarily facilitated on the course web site’s home 
page. 

 
P 
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Abbreviation Detailed description of method/activity Active or Passive? 
(A or P) 

 
 

PWA 
 

Publisher’s Website Activities – publishers provide a wealth of information on their companion websites for 
student learning, with access that accompanies textbook adoptions.  Publisher websites contain a variety of 
interactive exercises that correspond to textbook chapters, and also information that can be used in solving 
dimensional analysis problems (conversion factors or accepted values for physical constants).  These activities 
provide more opportunities for students to practice problem-solving skills, and actively prepare for taking 
assessments.  Many of the activities provide immediate feedback on step-by-step procedures for students to 
discover where in the process that they made a mistake, so they can correct their procedures. 
 

 
 

A 

 
 

ILN 
 

Instructor’s lecture notes – These specialized activities are written by the instructor and placed on the course 
web site, linked from the interactive course outline, to offer additional assistance with particularly difficult course 
concepts.  Concepts are related in simple terms, organized in tables or with step-by-step examples of problem-
solving or chemical equations.  Summaries of each topic are presented and additional exercises are suggested.  
 

 
 

P 

 
 

CI 
 

Classmate and Instructor information – pictures of the instructor and all of the students in the class are 
taken at the mandatory meeting and placed on the course web site for all students to view, along with student 
names and email addresses.  This helps students to learn names of classmates, and especially facilitates interaction 
among students.  Students are directed to this classmate information when working on group assignments and 
other class activities. 
 

 
 

P 

 

TR 
 

Textbook Readings – reading assignments are given regularly throughout the course, in order to present new 
concepts to students. 

 

P 

 
 

H 
 

Homework – Each textbook chapter has an extensive list of homework problems assigned by the instructor, to 
be attempted in written fashion by each student, in order to practice describing course concepts or solving 
problems.  The students turn these assignments in, they are graded by the instructor, and then returned to the 
student to use in preparation for assessments. 
 

 
 

A 

 
 

PE 
 

Practice problem-solving activities - many topics listed in the course outline have links and/or suggestions 
for additional problem-solving opportunities, either through the publisher web site, the instructor’s lecture notes, 
the CD that accompanies the textbook, practice quizzes, or the practice exercises in each chapter. 

 
 

A 

 
 

CS 
 

Chapter Summaries - summary exercises are performed on the topics in each chapter (corresponds to official 
course outline).  This exercise requires students to reflect and integrate all of the new concepts, math equations, 
procedures for problem solving, and particular chemical notations into one sheet at the end of their learning for 
each chapter.  It is important for students to individually complete this activity, using all of their course resources to 
construct and integrate their recent knowledge, in order to be ready for future concepts.   The instructor grades 
these chapter summaries and returns these to the student with comments for continued learning and assessment. 
 

 
 

A 
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Abbreviation Detailed description of method/activity Active or Passive? 
(A or P) 

 
 

D 
 

Classroom discussions – these face-to-face sessions reinforce the concepts presented in the textbook 
chapters, and provide many opportunities for practicing problem-solving procedures that are used in homework 
problems.  Classroom discussion activities include review of homework, concept discussions, practice quizzes, 
quizzes and exams.  This face-to-face time allows students to ask questions and practice problem solving 
procedures, and is very important to student learning.  Classroom discussion topics and procedures are also 
provided in online instructor’s lecture notes on the course web site. 
 

 
 

A 

 
 
 
 
 
 
 
 
 
 

DF 
 

Online Discussion Forum – students are required to post at least one message to an online discussion forum 
on a certain topic by a weekly deadline.  Each week the topic changes, and is correlated to the current chapter’s 
topics or current week’s.  In these DF posted messages, students must gather some information before posting, 
and then post an original message (must check all of the other previously posted messages to make sure that their 
messages are new info) by the established DF deadline.  In all instances, students must complete some activity 
(examples are web research, finish chapter reading and/or homework, complete interactive assignment on 
publisher web site, or explore computer simulations on textbook CD) before posting their messages to the DF.  By 
requiring students to post only “original” messages forces each student to read through all of the already posted 
messages, and develop original thought.  This course component requires participation by all students, thereby 
creating class discussions where all students do participate actively, unlike some traditional classrooms.   Students 
are required to reply to other student comments, so all students participate in the DF, which is often more than 
what occurs in traditional class discussions.  Instructors can easily view all posted messages to give credit and 
assess each student’s progress in learning course topics, as well as post reply messages to correct misguided 
students or add comments.   The online DF is an important component in keeping the students on task and 
allowing them the opportunity to participate in class discussions without having to speak up in front of other 
students in a classroom situation.  The online DF gives a student the time to reflect on the topic presented, time to 
organize their own thoughts before “speaking up” to the class, and the chance to research the concept to give an 
integrated, thoughtful response.  This depth of student contribution is rarely achieved in a regular classroom 
discussion with students.   The online DF also provides the instructor with more insight into the student’s actual 
understanding of course concepts on a weekly basis (which does not regularly happen with all students in a 
traditional classroom), and allows the instructor time and opportunity to correct flawed learning in a timely fashion.  
 

 
 
 
 
 
 
 
 
 
 

A 

 
 

PL 
 

Pre – Lab activities –  Before many laboratory experiments/activities, students are directed to complete a set 
of questions, activities, exercises or problems, in order to be prepared to handle the concepts that they will explore 
in the upcoming lab experiment/activity.  If Pre-lab activities are not completed before the lab session meets, then 
the student is not allowed to participate in that week’s experiment or activity, and is required to do a lab makeup. 
 

 
 

A 

 
 

LAB 
 

Laboratory experiments and activities - students are required to meet at least once a week in lab class in 
order to develop hands-on laboratory skills during wet chemistry experiments.  Additional lab activities (guided 
instructional activities, simulations, and post-lab exercises) are performed to reinforce lecture concepts and to 
provide students the opportunity to practice particular lab techniques, working either individually or in groups, with 
instructor supervision and guidance.  Students must conduct themselves in lab class according to accepted lab 
safety procedures. 

 
 

A 
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Abbreviation Detailed description of method/activity Active or Passive? 
(A or P) 

 

LRT 
 

Laboratory Report – A written report of the laboratory experiment or activity, completed by each student, 
graded and returned to the student. 

 

A 

 
 

PQ 
 

Practice Quizzes – A short practice assessment administered to students to gauge their level of understanding 
of the course concepts, before an actual quiz.  Answers to questions are provided to students after the PQ, to 
increase student comprehension, and to offer modeling for problem-solving procedures.  A variety of evaluation 
methods used in practice quizzes – multiple choice, short answer, problem-solving, and short essay. 

 
 

A 

 

Q 
 

Quizzes – Periodic short assessment administered to students to gauge their level of understanding of the course 
concepts.  A variety of evaluation methods used in quizzes  – multiple choice, short answer, problem-solving, and 
short essay.  

 

A 

 

SG 
 

Study Guide –  Each exam has a corresponding online study guide that indicates the measurable objective that 
will be assessed on the exam.  The student can use the study guide to conduct a self-assessment before the exam 
to determine if they are adequately prepared for the exam.  

 

A 

 

E 
 

Exams –  Periodic lengthy assessment administered to students to gauge their level of understanding of the 
course concepts.  A variety of evaluation methods used in exams – multiple choice, short answer, problem-solving, 
and short essay. 

 

A 

 

OM 
 

Orientation Meeting –  A class meeting of the instructor and students during the first week of the term, and is 
usually mandatory for students or they will be dropped from the class.  In this meeting, the course web site is 
previewed, technical skills may be tested, instructor and course expectations are discussed, syllabus and course 
outlines are distributed, student pictures may be taken, and various activities are performed. 

 
 

A 
 

S 
 

SOLAR Quiz (Skills for Online Learning – Assessment of Readiness) –  a series of online questions 
that ask students about their technical, time management, typing, technological, self-discipline, and learning skills 
to gauge their readiness for online learning.  The report from this quiz provides feedback on various responses to 
the questions and gives advice on how to remove deficiencies in their skills.  If administered at the beginning of a 
DL course, this SOLAR Quiz can give valuable information to students and their instructors that can be used to 
strengthen a student’s chances for success in the DL course. 

 
 

A 
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Course Weekly Schedule of Activities 
 
Enter the information from ICCIS, the traditional method of course content delivery, and the abbreviations used from the above 
table on the DL course delivery in the appropriate box below.   Estimate a student’s time on task expected for each activity listed.  
 
 
Week 

 
Topic(s) Covered 
 (matches ICCIS) 

 
Traditional Course 

 
DL Course 

Estimated 
time on task 

(hrs) 
1 
 
 
 

Introduction, measurements 
 
Lab:  check-in, laboratory 
safety 

Class meetings – introductions, distribute 
handouts, lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

OM, S, ICO, CC, A, EM, 
L,D, DF, PL, LAB, LRT, 
CS, PE, H, TR, CI, ILN 

 
 

OM – 3 hrs 
S – 0.5 hr 
ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 2.5 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

2 
 

 
 

Calculations and 
conversions, properties of 
matter and energy 
 
Lab:  measurements 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

ICO, CC, A, EM, L, D, 
DF, PL, LAB, LRT, CS, 
PE, H, TR, CI, ILN, PWA 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

3 
 
 
 

Atoms, elements, ions, and 
compounds 
 
Lab:  physical properties 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, quiz 

ICO, CC, A, EM, L, PQ, 
Q, D, DF, PL, LAB, CS, 
PE, H, TR, CI, ILN, PWA, 
LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PQ – 1 hr 
Q – 0.75 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
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Course Weekly Schedule of Activities 
 
Enter the information from ICCIS, the traditional method of course content delivery, and the abbreviations used from the above 
table on the DL course delivery in the appropriate box below.   Estimate a student’s time on task expected for each activity listed.  
     

 
Week 

 
Topic(s) Covered 
 (matches ICCIS) 

 
Traditional Course 

 
DL Course 

Estimated 
time on task 

(hrs) 
4 
 
 

 

Periodic table and 
nomenclature 
 
Lab:  separations 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, study 
session 

ICO, CC, A, EM, L, SG, 
D, DF, PL, LAB, CS, PE, 
H, TR, CI, ILN, PWA, 
LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
SG – 1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

5 
 
 
 

Chemical reactions and 
balancing chemical 
equations 
 
Lab:  energy 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, exam 

ICO, CC, A, EM, L, E, D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
E – 1.5 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

6 
 
 
 

Chemical composition 
 
Lab:  types of compounds, 
nomenclature 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

ICO, CC, A, EM, L, D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
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Course Weekly Schedule of Activities 
 
Enter the information from ICCIS, the traditional method of course content delivery, and the abbreviations used from the above 
table on the DL course delivery in the appropriate box below.   Estimate a student’s time on task expected for each activity listed.  
 
 
Week 

 
Topic(s) Covered 
 (matches ICCIS) 

 
Traditional Course 

 
DL Course 

Estimated 
time on task 

(hrs) 
7 
 

 
 

Chemical quantities, moles 
and molar mass 
 
Lab:  stoichiometry 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

ICO, CC, A, EM, L, SG, 
D, DF, PL, LAB, CS, PE, 
H, TR, CI, ILN, PWA, 
LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

8 
 
 
 

Stoichiometry 
 
Lab:  chemical composition 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, quiz 

ICO, CC, A, EM, L, PQ, 
Q, SG,D, DF, PL, LAB, 
CS, PE, H, TR, CI, ILN, 
PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
PQ – 1 hr 
Q – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

9 
 
 

 

Aqueous reactions 
 
Lab:  compositional analysis 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, study 
session 

ICO, CC, A, EM, L, SG, 
D, DF, PL, LAB, CS, PE, 
H, TR, CI, ILN, PWA, 
LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
SG – 1 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
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Course Weekly Schedule of Activities 
 
Enter the information from ICCIS, the traditional method of course content delivery, and the abbreviations used from the above 
table on the DL course delivery in the appropriate box below.   Estimate a student’s time on task expected for each activity listed.  
     

 
Week 

 
Topic(s) Covered 
 (matches ICCIS) 

 
Traditional Course 

 
DL Course 

Estimated 
time on task 

(hrs) 
10 
 
 
 

Solution composition 
 
Lab:  chemical reactions 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, exam 

ICO, CC, A, EM, L, SG, 
E, D, DF, PL, LAB, CS, 
PE, H, TR, CI, ILN, PWA, 
LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
E – 1.5 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

11 
 
 
 

Acids, bases, salts, pH, and 
buffers 
 
Lab:  solutions 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

ICO, CC, A, EM, L, D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

12 
 
 
 

Modern atomic theory, 
electron configurations 
 
Lab:  acids and bases 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

ICO, CC, A, EM, L, D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
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Course Weekly Schedule of Activities 
 
Enter the information from ICCIS, the traditional method of course content delivery, and the abbreviations used from the above 
table on the DL course delivery in the appropriate box below.   Estimate a student’s time on task expected for each activity listed.  
 
Week 

 
Topic(s) Covered 
 (matches ICCIS) 

 
Traditional Course 

 
DL Course 

Estimated 
time on task

(hrs) 
13 
 
 
 

Periodic properties 
 
Lab:  pH 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, quiz 

ICO, CC, A, EM, L, PQ, Q, 
D, DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
PQ – 1 hr 
Q – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

14 
 
 

 

Chemical bonding 
 
Lab:  spectroscopy 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, study 
session 

ICO, CC, A, EM, L, SG, D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
SG – 1 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

15 
 
 
 

Molecular structure 
 
Lab:  molecular models 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, exam 

ICO, CC, A, EM, L, E,D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
E – 1.5 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
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15 

Course Weekly Schedule of Activities 
 
Enter the information from ICCIS, the traditional method of course content delivery, and the abbreviations used from the above 
table on the DL course delivery in the appropriate box below.   Estimate a student’s time on task expected for each activity listed.  
 
 
Week 

 
Topic(s) Covered 
 (matches ICCIS) 

 
Traditional Course 

 
DL Course 

Estimated 
time on task

(hrs) 
16 
 
 
 

Behavior and properties of 
gases 
 
Lab:  gases 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report 

ICO, CC, A, EM, L, D, DF, 
PL, LAB, CS, PE, H, TR, 
CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

17 
 

 
 

Intermolecular forces, solids 
and liquids 
 
Lab:  check out of 
laboratory 

Class meetings – lectures and discussions, 
textbook readings, homework, pre-lab, lab 
experiment/activity, lab report, study 
session 

ICO, CC, A, EM, L, SG, D, 
DF, PL, LAB, CS, PE, H, 
TR, CI, ILN, PWA, LRT 

ICO/CC – 0.5 hr 
TR – 2 hrs 
PE – 1 hr 
H – 3 hrs 
CS – 1 hr 
PWA – 0.75 hr 
SG – 2 hrs 
D – 0.75 hr 
DF – 0.75 hr 
CI – 0.1 hr 
LAB/LRT – 3 hrs 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
 

18 
 
 
 

Final examination 
 
Lab:  no lab 

Final exam ICO, CC, A, EM, L, E, D, 
ILN, PWA 

ICO/CC – 0.5 hr 
PWA – 1 hr 
D – 0.25 hr 
CI – 0.1 hr 
A/L/EM – 0.1 hr 
ILN - 0.5 hour 
E – 2.5 hrs 
 

 



DISTANCE LEARNING COURSE AMENDMENT FORM 
 

Verification of Process 
 
The following steps must be signed and approved in this order. 
 
1.  Distance Learning Team (faculty from Distance Learning Committee / OLFM) 
 
Date:___________________ 
 
Signature:_____________________________________________________________________ 
 
Recommendations:______________________________________________________________  
 
_____________________________________________________________________________  
 
______________________________________________________________________________________ 
 
 
2.  Presentation to Department  
 
Department: Approval_______ Denial_______ Date______________ 
 
Signature(s)____________________________________________________________________ 
 
Recommendations:______________________________________________________________  
 
_____________________________________________________________________________  
 
______________________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 
3.  Division: Approval_______ Denial_______ Date______________ 
 
Div. Dean Signature_____________________________________________________________ 
 
Reason for denial_______________________________________________________________ 
 
 
4.  Educational Design Cmte:  Approval_______ Denial_______ Date______________ 
 
EDC Co-Chair Signature__________________________________________________________ 
 
Reason for denial_______________________________________________________________ 
 
 
5.  Date Received in Instruction Office: ____________________ 
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