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Distance Education Committee 

Adopted Minutes 

November 1, 2019 

Room 505 

10:00 a.m.-12:00 p.m. 

1. Call to Order The Distance Education Committee Meeting was called to order at 
10:00 a.m. by Coordinator Erica Beam. 
 

2. Roll Call Present: Erica Beam, Carol Zadnik, Ashlie Lawson, Laura Maghoney; 
Robin Sytsma, Michelle Arce, Glenn Keyser, Elizabeth Freed, Sarah 
Nordin; Scott Ota; and Svetlana Podkolzina 
 
Absent: Gwen Gallagher (LA); and Joseph Ryan (Dean of MS) 
 
Empty: 1 Librarian, 1 SBS, 1 Math/Science 
 

3. Approval of Agenda 
(11/1/19) 

Erica Beam asked for a motion to approve the agenda. 
Adoption of November 1, 2019, DE Agenda: 
Motion to approve – Sarah Nordin; Seconded – Elizabeth Freed; 
Passed – unanimously. 
  

4. Approval of Minutes 
(10/4/19) 

Erica Beam asked for a motion to approve minutes. 
Adoption of October 4, 2019, Meeting Minutes: 
Motion to approve – Sarah Nordin; Seconded – Robin Sytsma; 
Passed – unanimously. 
 

5. Public Comments 
 

Michelle Smith attended the meeting, but there were no public 
comments. 
 

6. Information Items: 
a. April 2, 2020, is 

the deadline for 
submitting a 
course to be 
scheduled in 
Spring 2021 (5 
minutes). 
 

 
Erica announced that October 31st was the deadline to submit a new 
course shell for review for Summer and Fall 2020 online teaching 
consideration. Erica reiterated that deans have the option of adding 
a course to the schedule if it is submitted, reviewed, and approved 
before the next semester begins. 
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b. Introduction to 
Online Teaching 
and Learning will 
run 01/20/20 
through 02/23/20 
(5 minutes). 

The sign-up sheet will be posted soon for the Spring 2020, 
Introduction to Online Teaching and Learning class. The Introduction 
to Online Teaching and Learning class will run January 20th through 
February 23rd. 
 
Erica announced that @ONE will offer their facilitated Introduction 
to Teaching and Learning class in November. This course is accepted 
by Solano Community College and other institutions as reputable 
training. The cost is $65, and reimbursement is available at Solano 
for the class through Professional Development. The self-paced class 
does not qualify as a substitute for training, because it is not 
interactive or graded by a peer. 
  

c. Creating 
Accessible Course 
Content will run 
02/24/20 through 
03/29/20 (5 
minutes). 

The sign-up sheet will be posted soon for the Spring 2020, Creating 
Accessible Course Content class. The Creating Accessible Course 
Content class will run February 24th through March 29th. This class is 
the same class as the accessibility class offered by @ONE. 
 
 
 

d. Meetings in Spring 
2020 in room 505 
from 10a.m. to 12 
p.m. are 2/7, 3/6, 
4/3, and 5/1 (5 
minutes). 

Erica announced DE meeting dates for the Spring term and 
suggested that committee members forward the DE meeting 
announcement, agenda, and minutes, when they receive Carol’s 
email, to other faculty in his/her school division so that more faculty 
are aware of DE information. This may also allow for more faculty 
knowledge of DE matters as well as attendance or participation in 
the DE meetings. 
 

e. Spring 2020 ends 

term for Erica as 

DE 

Coordinator/Chair 

(20 minutes). 

 

Erica supplied committee members with the DE Coordinator job 
description, and announced she would not renew her contract as DE 
Coordinator at the end of the spring semester. She said the 
committee would continue their discussion on the job description 
during the next meeting so the committee could present their 
recommendations for any changes to administration before the job 
is posted. Erica would like to see someone transition into the 
position before her time is up so she can aid in that process. 
 
See attached the DE Coordinator Job Description. 
 
Erica continued the meeting with a discussion on Distance Education 
(DE) flex workshops. She chose times during the current semester to 
offer workshops when nothing else was scheduled so there would 
be no conflicting workshops. She scheduled some in the evening for 
part-time faculty; however, there was very low turnout for the 
workshops offered by DE in October.  
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f. “What’s new in 
Canvas” (10 
minutes) 
a. Late 

submission 
policy 
 
 

 

 
 
 
Erica reviewed the new grade book features, which include filtering 
assignment groups with weighted assignments and grading schemes 
with letter grades. Erica said if you type a question in Google and 
add the words “in Canvas” to the end of the question, the result will 
render a response from the Canvas Guide or Canvas Community. 
 
Erica went on to explain how the late policy option works in the new 
gradebook. Instructors can set the late policy to deduct points on all 
late submissions and it allows you to define a percentage of the total 
points possible on assignments as well as the option to set a length 
of time that late submissions are accepted. You no longer have to 
accommodate for late submissions in your rubric; however, that 
information should be included in your syllabus. Once an Instructor 
sets the late submission policy, Canvas will automatically deduct the 
necessary points during the grading process. Instructors are also 
able to remove the late penalty for an individual student submission 
later if needed. 
 

b. Missing 
assignment 
policy 

 

Erica explained how the grade posting policy can be used in the new 
gradebook. It can be set to instructor preference per assignment. 
Instructors can select a default grade posting policy for course 
assignment, or use the manually post grade feature, which is the 
new mute feature. Instructors can enable the manually post grade 
feature before an exam is taken allowing the instructor to weight 
the grades on an exam before they are displayed for students. 
 
Carol announced that she enabled the new analytics feature to 
Canvas recently, and faculty can add it to his/her course navigation 
for use. Instructors can track average course grades for student 
submissions using an interactive chart graph or table. The new 
analytics feature will allow for data of individual students as well. 
Data is refreshed for this feature every 24 hours. 
 
Robin asked about using groups for discussions. Erica explained best 
practices for using the group feature, and what options the feature 
includes for students provided the instructor has enabled those 
options.  
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Svetlana asked about setting up groups manually versus 
automatically. Erica demonstrated how to set up groups both ways. 
Svetlana also asked about student peer reviews in Canvas. Erica 
explained the difference between a peer review set up in Canvas, 
and an instructor setting up a second assignment to be used as a 
peer review for submission. Erica suggested that Svetlana check with 
instructors in the English Department for assistance with peer 
reviews, because the English instructors utilize the peer review 
feature quite a bit in Canvas. 

 
7. Discussion/Action 

Items: 
a. Results of 

Blueprint Survey 

(20 minutes). 

 
 
 
Erica said there were only 36 responses to the Blueprint Survey; 
however, faculty may still submit a response to the survey or email 
her. She shared with committee members the results from the 
Blueprint Survey; and the committee discussed some of the options 
for the Start Here module and the Student Online Learning 
Orientation.  
 
Svetlana suggested adding the term and year to each new Start Here 
module so faculty can easily distinguish the new semester’s module 
from the previous semester’s module when importing an entire 
course shell from one semester to another. Erica said she will add 
that information going forward. Erica plans to address many of the 
concerns expressed in the survey results by posting an 
announcement in Canvas regarding the most frequently asked 
questions. 
 
See attached the Blueprint Course Shell Survey results. 
 

b. Use of Learning 

Management 

Systems (LMS) 

other than Canvas 

(15 minutes) 

 

Erica said there are some instructors who teach on campus that are 
using a different learning management system (LMS) other than 
Canvas as a companion to his/her campus course. Although there is 
no policy at Solano Community College regarding this issue, Erica 
pointed out that the use of another LMS may be considered as a 
FERPA violation and the technology is not supported by Solano 
Community College. 
 

c. Status of course 

shells, assign 

mentors/reviewers 

(30 minutes). 

 

Erica mentioned that NURS 111, NURS 052, HED 003, and ASL 005 
course shells are still in the mentor process and not ready to 
advance to the next step. Erica asked for volunteers to mentor the 
instructors for CDFS 080, ANTH 002, and COUN 005. Laura 
Maghoney volunteered to mentor the instructor with the CDFS 080. 
Glenn Keyser volunteered to mentor the instructor with the ANTH 
001 shell; and Elizabeth Freed volunteered to mentor the instructor 
with the COUN 005 shell. 
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d. Approve course 

shells, as 

recommended (5 

minutes). 

Erica asked for a motion to approve the ENGL 002 (ML-R), ASL 001 
(GG), and the ASTR 020 (PP) course shells.  
Motion to approve – Glenn Keyser; Seconded – Svetlana Podkolzina; 
Passed – unanimously. 
 

8. Next DE Meeting The next meeting is scheduled for December 6, 2019, in Room 505 
from 10:00 a.m.-12:00 p.m. 
 

9. Adjournment Erica Beam asked for a motion to adjourn the meeting. 
Motion to adjourn – Sarah Nordin 
 
The meeting was adjourned at 12:00 p.m. 
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