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ONLINE / E-LEARNING COURSE SET-UP 

Course Codes

· All UCDSB Online courses use a 6th character code = ‘U’.  This helps to quickly and easily delineate from regular courses.

· All AMDEC and ALLIANCE Online courses use a 6th character = ‘W’.
Course Delivery

· For 2008-09 school year, a regular day school ‘grid’ TR Leger teacher will be teaching four (4) of the eight (8) online courses.

· This introduces new processes for course set-up and administration within the secondary schools.

· For the purpose of ease and understanding, the course set-up process is divided into five groups:

· Courses delivered by UCDSB  Secondary School 
· Courses delivered by TR Leger 

· Courses delivered by one of our ‘Alliance’ school boards

· Courses delivered by AMDEC (Avon Maitland)

· Courses delivered through Peel, York, Ottawa Carleton

Course Format and Length

· All online courses are to be set up either Semester long or Term long within UCDSB and ALLIANCE.  

· Year long courses should be set up for AMDEC.
· CHV & GLC qualify as term long courses

· All others are semester-based.  

· Format for each online course is Full Semester or Full Term, depending upon the length of the course.  (Full Year if AMDEC)
· No course will be delivered in an alternating day scenario.

Course Scheduling

· For Online courses delivered by UCDSB Secondary school, the S/T/D/P (semester, term, day, period) set-up will be

· Semester
= 1 or 2 (courses must be set up by semester)

· Term

= 1 or 2 for CHV or GLC courses only

· Term

= 0 (zero) for all other online courses

· Day

= 0 (zero) for all online courses

· Period

= 9 for all online courses

· How Taken
= ‘E-learning with FTE’

· Class Type    = ‘Regular’
· Teacher
= Name of teacher teaching online course 

· Valid, regular teacher within this school
· Room

= Room online course teacher is teaching from

· Valid, regular room within this school
· For Online courses delivered by TR Leger,  the S/T/D/P (semester, term, day, period) set-up will be done by TR Leger as follows.
· Semester
= 1 or 2 (courses must be set up by semester)

· Term

= 1 or 2 for CHV or GLC courses only

· Term

= 0 (zero) for all other online courses

· Day

= 0 (zero) for all online courses

· Period

= 9 for all online courses

· How Taken
= ‘E-learning with FTE’ 
· Class Type    = ‘Regular’

· Teacher
= ‘Scott Townley’
· Room

= ‘TR Leger’

· For ‘Alliance’ school board  delivered Online courses, the S/T/D/P (semester, term, day, period) set-up will be

· Semester
= 1 or 2 (courses should be set up by semester)

· Term

= 1 or 2 for CHV or GLC courses only

· Term

= 0 (zero) for all other online courses

· Day

= 0 (zero) for all online courses

· Period

= 9 for all online courses.
· How Taken
= ‘E-learning with FTE’ 
· Teacher
= ‘Alliance school board’

· Add ‘Alliance school board’ into Staff Maintenance

· Room

= ‘Alliance school board’

· Add ‘Alliance school board’ into Room Maintenance
· For ‘AMDEC’ delivered Online courses, the S/T/D/P (semester, term, day, period) set-up will be

· Semester
= 0 (courses should  be set up year long)

· Term

= 1 or 2 for CHV or GLC courses only

· Term

= 0 (zero) for all other online courses

· Day

= 0 (zero) for all online courses

· Period

= 9 for all online courses, use 7 and 8 if registered in more than 1 course.
· How Taken
= ‘E-learning with FTE’ 
· Teacher
= ‘Amdec Avon Maitland’

· Add ‘Amdec Avon Maitland” into Staff Maintenance

· Room

= ‘Amdec’

· Add ‘Amdec’ into Room Maintenance
· For Online courses delivered through York, Peel and Ottawa Carleton, the S/T/D/P (semester, term, day, period) set-up will be

· Semester
= 1 or 2 (courses must be set up by semester)

· Term

= 1 or 2 for CHV or GLC courses only

· Term

= 0 (zero) for all other online courses

· Day

= 0 (zero) for all online courses

· Period

= 9 for all online courses

· How Taken
= ‘E-learning with FTE’ 
· Teacher
= Use ‘Online York’, or ‘Online Peel’, or ‘Online Ottawa Carleton’ as per campus.

· Add  teacher as above  into Staff Maintenance

· Room

= ‘Online’

· Add ‘Online’ into Room Maintenance

STUDENT ENROLMENT: 
· For the purpose of enrolling, monitoring and reporting of students for Online courses, the sudents are divided into five(5) groups:

· UCDSB full-time or part-time students taking an Online course from their own school, or AMDEC
· UCDSB full-time or part-time students taking an Online course from another UCDSB school  including T.R. Leger

· UCDSB students, full time, taking an Online course with one of our ‘Alliance’ school boards

· An ‘Alliance’ school board student taking an Online course from a UCDSB secondary school  
· An ‘Alliance’ school board student taking an Online course from TR Leger
· UCDSB full-time or part-time students taking an Online course from their own UCDSB secondary school or AMDEC
Steps:

· Student approaches their Guidance Counsellor indicating they want to take an online course 
· Guidance Counsellor may log onto this website to check seat availability(*new):

http://insite3/train/default.cfm?cr_train_type=O01
· Upon approval (by Counsellor or other in-school designate) and ensuring seat availability, student’s home school creates the online class under their own school in eSIS (in Course Maintenance and Course Section Maintenance)
· home school schedules student into the online course (period 9)

· Online school responsible to send student’s marks, comments, etc to each student’s home school for each mark entry process.

· Student’s home school responsible for the data entry during the report card process for the online course(s)

· Home school responsible to ensure online course is included on the student’s report card as well as a copy placed in their OSR

· Home school is responsible to handle the dropping the online course

· UCDSB full-time or part-time students taking an Online course from another UCDSB school including T.R. Leger

Steps:

· Student approaches their Guidance Counsellor indicating they want to take an online course 
· Guidance Counsellor may log onto this website to check seat availability(*new):

http://insite3/train/default.cfm?cr_train_type=O01
· Upon approval (by Counsellor or other in-school designate) and ensuring seat availability, student’s home school cross-enrolls student to the UCDSB school or T.R. Leger School 1209

· Online school schedules student into the online course (period 9)

· Online school responsible for the data entry during the report card process for the online course(s)

· Home school responsible to ensure online course is included on the student’s report card as well as a copy placed in their OSR

· ONline school is responsible to handle the dropping of the online course

· UCDSB students, full or part-time, taking an Online course with one of our ‘Alliance’ school boards

Steps:

· Student approaches their Guidance Counsellor indicating they want to take one of the Alliance school board online courses

· Student’s guidance counsellor contacts the UCDSB Program Manager to check seat availability and enrolment approval

· With approval, the student’s home school creates an Alliance online class under their own school in eSIS (in Course Maintenance and Course Section Maintenance) AND confirms the student’s enrolment with the UCDSB Program Manager, Doug Helmer
· Home school schedules student into this Alliance online course (period 9,  – how taken = ‘E-learning with FTE’

· Alliance school board (and teacher) responsible to send student’s marks, comments, etc to either a) UCDSB Program Manager (who forwards the info onto the home school) or b) directly to the student’s home school for each mark entry process.

· Student’s home school is responsible for the data entry of the Alliance school board online course during the report card process

· Student’s home school is responsible to ensure online course is included on the student’s report card as well as placing a copy in their OSR

· Student’s home school responsible to update the student’s OST (Ontario Student Transcript)

· For dropping an Alliance online course, student contacts their guidance counsellor who drops the online course in eSIS and contacts the UCDSB Program Manager who looks after the dropping of the student’s course with the Alliance school board

· An ‘Alliance’ school board student taking an Online course from a UCDSB secondary school

· Student is NOT added into eSIS

· Alliance school board will communicate a student’s enrolment in an UCDSB secondary school online course through our UCDSB Program Manager, Doug Helmer

· UCDSB Program Manager notifies the UCDSB secondary school online teacher of an Alliance school board enrolment

· UCDSB secondary school online teacher will forward marks, comments, etc onto the UCDSB Program Manager, Doug Helmer
· UCDSB Program Manager will collect the marks, comments, etc from each UCDSB teacher and forward them to the appropriate Alliance school board (in Excel format)
· If an Alliance school board student wants to drop an online course, this is communicated to the UCDSB Program Manager from the Alliance board who in turn notifies the online teacher

· No extra work involved to school staff, except for the online teacher, nor to the eSIS Support team

· FYI….currently PM receives ‘written’ request from other board to have a student enrolled in one of our online courses……all the PM’s meet online every two weeks (or more often during peak registration)……students are enrolled through a centralized online enrolment form which is printable upon request by UCDSB PM (Doug Helmer)

· An ‘Alliance’ school board student taking an Online course from TR Leger 
· Student is NOT added into eSIS 
· Alliance school board will communicate a student’s enrolment in an UCDSB secondary school online course through our UCDSB Program Manager, Doug Helmer

· UCDSB Program Manager notifies the UCDSB secondary school online teacher of an Alliance school board enrolment

· TR Leger online teacher will forward marks, comments, etc onto the UCDSB Program Manager  (Doug Helmer)

· UCDSB Program Manager will collect the marks, comments, etc from Scott Townley, TR Leger online teacher and forward them to the appropriate Alliance school board (in Excel format)

· If an Alliance school board student wants to drop an online course, this is communicated to the UCDSB Program Manager from the Alliance board who in turn notifies the online teacher

· No extra work involved to school staff, except for the online teacher, nor to the eSIS Support team

· FYI….currently PM receives ‘written’ request from other board to have a student enrolled in one of our online courses……all the PM’s meet online every two weeks (or more often during peak registration)……students are enrolled through a centralized online enrolment form which is printable upon request by UCDSB PM (Doug Helmer)

FREQUENTLY ASKED QUESTIONS: 

Who maintains control over the Online classes? 
For UCDSB secondary school including TR Leger Online courses, the school from where the online class is being offered maintains control of the class and the student’s within it.

How will these classes be scheduled in eSIS? 

Changes have been made that alter the previous processes.  Please read through above documentation under ‘Course Scheduling’ to identify which process should be used.
Will this class count towards the student's status(full/part-time & minutes)?
For FULL-time and PART-time, UCDSB secondary school Online courses, TR Leger Online courses, YES, the student’s online class will be counted towards the student’s FTE and Status.
The student's home school counts this student's FTE. 


Will students be subject to the same Full Disclosure Policy of regular classes? 
Yes, students enrolled in an online class will continue to have the same time parameters to drop a course with or without penalty, etc. as a regular class. 


How will this class fit into the student's timetable? 
A common period has been established for all secondary schools to use.  The common period is ‘9’.   
In order to achieve equanimity, each secondary school ensures their 'Maximum periods per day' is set to a minimum of 9 during the Scheduling season.  
Students will be scheduled into Period 9 for their online class.

How are Online classes reported in the Ministry Reports/OnSIS Reports?
The How Taken Code on the Course Section Maintenance screen, and carried forward to the individual Student Course Selections screen, allows for the easy identification and reporting to the Ministry through the OnSIS Reports.

No additional work is required by the school for reporting purposes, beyond the assurance that the How Taken Codes are set correctly in the Course Section Maintenance and Student Course Selections screens.
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