PLANNING SUMMARY

The college self study includes 172 planning agendas to improve the overall
performance of Citrus College in achieving its mission. The plans cover a wide
variety of activities and include improvements in each standard. The plans are as

follows:

STANDARD 1

1. ThelRPC will periodically review the
mission statement and revise it, when and
if necessary.

2. ThelRPC will be reactivated by the
college president and will consider whether
the mission statement should be revised.

3. TheIRPC will work to improve communi-
cation about the college's long-range plans.

4. ThelRPC will publicize the Citrus College
Educational and Facilities Master Plan,
alerting al congtituencies where it can be
read.

5. The Academic Senate will include long-
range planning on its agendain at least one
of its bi-monthly meetings.

STANDARD 2

1. Although academic freedom is central to
the teaching profession and process, it has
received little attention in college publica
tions. The publication office should con-
Sider including a statement on academic
freedom in future campus documents.

2. Faculty should be encouraged to reference
the Standards of Student Conduct in their
syllabi.

. The Publications and Student Recruitment

Office will review the need to include addi-
tiona information in the class schedule
about the Standards of Student Conduct.

. Thedean of counsgling and the EOP& S

staff will identify ways to supplement serv-
icesto offset anticipated fund reductions to
the EOP& S program.

DSP& S will survey faculty, staff and stu-
dents to determine the level of successful
accommodation and accessihility.

DSP& S staff and the distance education
staff will increase coordination to create
and modify theinstructional web sitesto
be accessible for students with disabilities.

. The Human Resources Office will update

the sengitivity training program and
provide more retraining to hiring
committee members. Staff will recruit and
train more monitors.

. The Vocationa Education and the

Publications and Student Recruitment
offices will increase activities to recruit
males and females to nontraditional pro-
grams (i.e. malesfor child development;
femalesfor heating and air conditioning).

. The Sudent Athlete Orientation

Handbook (Doc. 2.42) waslast revised in
1999. The department will review and
update this document as needed.
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10.

11

13.

Goaswill be set for adding more services,
training facilities and options for women's
participation in athletics.

The athletic department will striveto
improve gender balance when hiring new
coaches.

The college will examine ways to increase
student awareness of policies and proce-
dures.

Administrators in student services, instruc-
tion and publications will develop aplan to
provide more consistent oversight of the

web pages to ensure that pages are updated
on aregular basis.

STANDARD 3

1. The college will identify and implement an

effective method to base annua planning
on research findings. The plan should be
comprehensive and the responsibility of the
IRPC. The plan will identify the types of
research to be done and who isto do it.

The college president will identify aperson
responsible for coordinating ingtitutional
research and planning.

The mathematics and English faculty will
review assessment cut scores and valida
tion studies to ensure appropriate
placement.

The college president will assign responsi-
bility for research and planning to a quai-
fied staff member who will chair the IRPC
and del egate research projects for comple-
tion.

10.

11

The IRPC will develop aformat for bring-
ing together the many measures now avail-
able to evaluate accomplishment of the

mission and add other measures as needed.

The IRPC will develop aplan to evaluate
how well the college meets its mission and

purposes.

The college will clarify and revise the plan-
ning processin light of reduced personnel
inthe area.

The goals and recommendations from the
program review process will be used asa
method for establishing prioritiesin deci-
sion making and revising department
plans.

The IRPC will design a comprehensive
process to integrate evaluation and
planning in order to identify priorities for
program improvement.

The vice presidents of instruction and stu-
dent services will review the program
review process with campus constituents to
ensure consistent quality and utilization in
departmental planning and evauation.

The IRPC will review outcome measures
and publish a document annually which
specifies the achievement of core out-
COmes.

The IRPC will review and streamline
planning and evaluation procedures so that
the processis easier to understand and so
that results are more clearly visible.
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STANDARD 4

Each instructiona dean will ensure that
associate deans and directors conduct
meetings within their departments to

review their program majors and certifi- 8.

cates for sequencing and relevancy.

The Instruction Office will work with
academic departments to devel op addition-
a key distance education courses, particu-
larly in the sciences and mathematics.

Programs with weak enrollments and not 9.

adequately meeting the needs of students
and industry, as determined by advisory
committees, program review and other
relevant data, will be assessed by the
instructional team for possible elimination.

Thisiscritica at atime of shrinking state 10.

revenues. Appropriate arrangements for
students will be made so that they can
complete their educational goalsina
timely fashion with minimal disruption.

Student services areas will evaluate the

effectiveness of various strategies to be 11

used in the dissemination of information to
students so that they will have a clear
understanding of the requirements needed
to reach their educational goal.

The dean of counsaling will work with the
instructional vice president to meet the
need for at least two classrooms designated
for counseling classes.

The dean of counsaling will review staffing

needsin all areas of counsgling and advise- 13.

ment, including faculty, classified and tech-
nical personnel who directly support coun-
seling and advisement programs.

The vocational education director, work-
ing with faculty and administratorsin vari-

ous departments and divisions, will
complete the task of bringing the certificate
programs into alignment with the
Chancellor's Office requirements.

The Instruction Office will work with
the distance education office to improve
student response to faculty and course
evaluations to ensure distance education
courses are meeting the mission of the
college and adhering to curriculum
reguirements.

The honors program coordinator will work
with the Honors Transfer Council to
expand the number of articulation agree-
ments with public and private four-year
ingtitutions.

All new programs, as well as continuing
programs (such as military, international
students and study abroad), will be evaluat-
ed by theregular program and function
review process overseen by the Instruction
Office.

The vocational education director and

dean of faculty will seek to ensure that all
certificate programs have viable advisory
committees that meet at least once ayear.

The vocational education director will
continue to work with appropriate faculty
and administrators to update the inventory
of certificate programs while striving to
ensure certificate program consistency and
standards.

The Ingtruction Office will work with
appropriate academic departments, student
services and the publications office to
ensure that degree and certificate informa-
tion is published in the college catdog, on
the web and in other sources.
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14. All departments will develop evaluation
instruments that better assess student
outcomes.

15. The Student Services Office will con-
vene a campuswide committee to review
graduation competency requirements and
consider possible adjustmentsin reaction to
the new CHEE (California High School
Exit Exam) in the areas of mathematics,
English and reading.

16. Applicable academic departments will
review and evaluate the placement exams
in reading, writing and mathematics to
ensure their continued relevance and
proper placement within the college
curriculum.

17. The Mathematics Department will explore
the possihility of including a proficiency
exam for measuring mathematics compe-
tency in reaction to the possible inclusion
of an entrance exam at the CSU and UC.

18. The Language Arts Department will estab-
lish guidelines to ensure the completion of
appropriate prerequisites for upper-division
coursework.

19. All vocational faculty will learn to access
and analyze core indicators and to use that
datain plans and program reviews.

20. Departmentswill analyze the relevant
information from the satisfaction survey
and other data sources to ensure that mini-
mum competencies are being met by stu-
dents.

21. The Language Arts Department will pro-
mote writing across the curriculum by
hosting workshops on staff development

days.

24.

25.

26.

27.

28.

The Academic Senate and the administra-
tion will identify viable optionsfor
conducting necessary ingtitutional research.

The handbook of model syllabi will be
given to adjunct faculty aswell as new
faculty.

Appropriate personnel in the Instruction
Office will oversee and supervise the
move to the larger Testing Center facility.
Increased use of the facility will require
funding for additional staff.

The Instruction Office will continue to
encourage the development of more dis-
tance education classes in mathematics and
the sciences to better meet student transfer
and graduation requirements. Orientations
for first time distance education students
will be developed and encouraged.

Distance Education staff will develop a
plan to work with Distance Education
faculty in helping them transition to
Blackboard as the Distance Education
program's primary platform. Ongoing
training for current and existing faculty on
Blackboard, as well as with other new
technologies or techniques, will be
occurring through the Institute for Distance
Education & Autonomous Learning.

Research on student satisfaction and pro-
gram effectiveness in distance education
will become more systematic and ingtitu-
tionalized.

Evaluation of faculty procedures will be
refined and more systematically applied to
all instructors of Distance Education
COUrses.
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STANDARD 5

1. The Admissions and Records Office and

the Management Information Systems
(M1S) Department will develop an online
application alternative for prospective
students.

The Admissions and Records Office will
review admissions processes and informa
tion, to seeif itispossibleto clarify the
procedures for returning students, high
school students and younger students, and
will conduct aworkshop for other student
services staff.

The Counsdling and Advisement Center
will review and modify matriculation serv-
ices and enforcement in light of reduced
funding. Online orientation will be
required as a part of the assessment
process.

The Publications and Student Recruitment
Office will work with MIS to present the
entire college catalog online.

The Ingtruction Office will complete revi-
sions to the certificate program so that con-
sistent and accurate information can be
published in al documents.

The vice president of student services will
work with student services staff, instruc-
tional staff and the publications department
to identify additional portions of the
catalog and class schedule or other docu-
ments which should appear in other lan-
guages and dternate accessible formats,
and the publications office and Disabled
Students Programs and Services will make
the necessary revisions.

The student services programs will develop
acampaign to encourage students to spend

10.

11

13.

14.

15.

more time on campus studying and using
services.

The ACCUPLACER assessment instru-
ment will be fully implemented by the
counseling department and Testing Center,
in cooperation with English, mathematics
and reading faculty. The Testing Center
will monitor whether students have the
computer skills necessary to take this
assessment instrument and provide
accommodations for students with
disabilities.

Student services managers will include stu-
dentsin annual planning mestings to estab-
lish goals for student services programs.

The Student Affairs Office will identify
improved methods of recruiting students to
participate in shared governance.

The Student Affairs Office will renew
efforts to recruit faculty and staff to serve
asclub advisers.

The Student Affairs Office will encourage
student involvement in activities, especially
among Hispanic students.

The Counseling and Advisement Center
and Testing Center will complete the
transition to the adaptive computerized
assessment instrument.

The Instruction Office, Admissions and
Records Office, and the Publications and
Student Recruitment Office will add
information on distance educetion to the
catalog and promote current services
available online.

The counseling department will add an
online college planning course.
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16.

17.

18.

19.

20.

21

The college will implement the improved
transcript, online orientation and online
registration.

The college will seek diversity in the pro-
motion of activitiesto provideinteraction
among the various ethnic groups on
campus.

When the budgetary constraints have lifted,
the college will seek to provide more per-
sona counsealing services to students with
issues that may hinder their success at
Citrus College.

The student affairs staff will renew efforts
to recruit faculty to participate in the
service learning program and other
co-curricular campus activities so that a
larger number of students can be reached
by co-curricular activities.

The staff will review promotional options
to encourage student involvement.

As records become more widely available
through technology, the college will pro-
vide ongoing training to staff regarding
access and release of student data.

STANDARD 6

1

The associate dean of library and informa-
tion services will seek funding to staff the
first floor computer lab in the library. In the
event that funds for staff are not available,
the computer lab will be made available by
appointment to instructors for individual
class sessions.

The librarians will work with other faculty
to maintain and replace print and nonprint
resources to keep them current. Reference

10.

staff will increase the use of eectronic
resources to offset the small size of the tra-
ditional library collection.

The library staff will update their technolo-
gy plan to include a replacement schedule
for all of the new equipment acquired as
part of the remode.

The language lab's deteriorating audiolin-
gua system will be replaced with a new
system during spring 2003.

Representatives of student services and
instruction will seek solutionsto the
current problems with staffing and space
in the Testing Center.

MIS staff will meet regularly with repre-
sentatives from instruction and student
sarvicesto investigate al issuesrelated to
the use of technology including system
configuration, training, intellectua property
rights and software.

The MIS director will make recommenda-
tions, including consideration for budget
augmentation, to the vice presidents and
deans.

MIS staff will seek funds for direct instruc-
tiona support to hire additional staff to
maintain computers and multimedia sup-
port systems.

The learning center coordinator will meet
with representatives from the student serv-
ices and ingtruction offices to study and
evaluate space, services and staffing.

MIS staff will seek funds and resources to
meet student technology needs through the
budgetary process. More information will
be disseminated to faculty regarding the
existence of amultimedialab.
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11

13.

14.

15.

16.

17.

18.

MIS staff will work with representatives
from the Instruction Office to determine
the resources needed to equip al faculty
members with computers and to establish
priorities. These resources will be acquired
and brought online as funding becomes
available. The Faculty Development
Committee will continue to offer programs
and in-service training in technology.

The associate dean and librarians will
request an additiona librarian through the
Faculty Needs I dentification Committee.

Library staff will be encouraged to use
information technology and attend staff
development programsto improve their
understanding and use of computer
applications.

The learning center coordinator will bring
requests for additional staff to the vice
president of instruction.

MIS will seek to hire additional support
staff to meet the increased demands of
technology.

The college recogni zes the increased main-
tenance and support costs associated with
new technology both for thelibrary and all
other areas of the campus. Thisproblemis
being studied and adjustments will be
made to the appropriate budgets.

MIS staff will seek funds for the mainte-
nance and improvement of computer sys-
tems, including the introduction of asys-
tems maintenance program for al comput-
ers.

The library will seek outside vendors for
electronic databases to meet the curriculum
needs.

19. Thelibrary staff will investigate the feasi-

20.

21.

bility of joining the direct lending agree-
ment, Link Plus (Link+), which providesa
single, searchable catalog for books and
other materialsin participating libraries and
alows patrons to electronically request
items from participating libraries.

The library subcommittee will develop a
plan for an overall periodic review of
library and media services campuswide.

MIS staff will work with representatives
from all areas of the campus to study ways
in which to involve more information tech-
nology usersin an informal evaluation
process and to determine the best ways to
receive their evaluations and respond to
them.

STANDARD 7

1. During the upcoming fiscal year, the col-

lege congtituent groups will consider pro-
posing policy and regulation language
regarding hiring procedures for managers,
classified supervisors, confidential employ-
ees and classified staff.

The Human Resources Office will make
plans for the upkeep of classified job
descriptions at the conclusion of the
upcoming classification study.

Before the 2003-04 academic year, the
Human Resources Office will undertake a
review of which accrediting bodies it
should recognize.
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4. The Human Resources Office will develop

a systematic way to clear the evaluation
calendar of adjunct faculty who no longer
instruct at Citrus College and to coordinate
the calendar with the classes instructed dur-
ing any given semester. There may be a
need for a compensation agreement
between management and any full-time
faculty whenever they are asked to partici-
pate in the evaluation of adjunct faculty.
Another perspective isthat the provisions
of AB1725, now chaptered into the
Education Code, establish the participation
of faculty in peer evaluation is a profes-
sional responsibility and an accepted part
of the position.

. A formal follow-up procedure will be

implemented to ensure that classified
evaluation forms are completed and
returned to human resourcesin atimely
manner.

. A formal procedure with guidelines will be

established for faculty assistance programs
that result from "needs improvement"” eval-
uations. Thiswill require the input of
ETOC and formal approva by the Board
of Trustees and Citrus College Faculty
Association. Student representatives will be
alowed to present possible changesto the
student eval uation instrument to ETOC for
possible approval and implementation.

The classified evauation form will be
reviewed and updated to incorporate the
additional space for positive comments
when aclassified employee exceeds work
standards. The form will also include an
areafor an improvement plan when aclas-
sified employee is working below work
standards.

Managers will be trained to evauate classi-
fied employees, understand the collective

10.

11

13.

14.

15.

bargaining agreement and determine what
is needed to help a classified employeeto
improve when evaluated below standard.

The supervisor/confidential group will
propose to the district an updated evaua
tion system.

There will be aformal training process for
managers who take part in full-time faculty
evaluations to ensure that only appropriate
materia isincluded in the written portion
of the evaluation.

All staff development committees will
devote more time and energy identifying
the needs of their constituent members and
will work more closdly together to provide
both appropriate and cost effective local
opportunities for staff to acquire and
improve their professiona and technical
skills.

To ensurefairness and consistency, the
college will develop comprehensive pali-
ciesfor hiring classified, supervisor/confi-
dential and management positions.

Dueto changesin the law, the affirmative
action policy will be removed and the
nondiscrimination and sexual harassment
policieswill be revised (Doc. 7.27,

Doc. 7.28, Doc. 7.29).

The college will establish a systematic
annual review of policies and regulations
related to personnel.

Because the Education Code requires that
the college maintain only one personnel
file per employee, the college will ensure
that all records concerning employment are
stored in human resources.
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STANDARD 8

1. Depending on community receptivity, the

college will seek approval of agenera
obligation bond for the ballot in March
2004.

STANDARD 9

1. Aloca genera obligation bond is antici-

pated to be approved by the Board of
Trustees for the March 2004 election. The
passage of the bond will alow the imple-
mentation of the Educational and Facilities
Master Plan (Doc. 9.2).

The deans will identify and implement
strategies to improve faculty and staff
understanding of budget and participation
in the budget development process.

The college will implement PeopleSoft in
2003-04.

The foundation's Finance Committeeis
considering hiring an outside financial
investment firm to diversify the founda
tion'sinvestments and increase its rate of
return.

The foundation directors are researching
ways to relinquish the organization's
account functions to an outside agency to
increase the timeliness of financial reports.

The college will convert to a new financia
system through the Los Angeles County
Office of Education in 2003. The selected
replacement system is PeopleSoft
Financialsfor Education and Government,
version 7.5. The system provides fully
integrated financia software with online

and real-time processing, aswell as
batch/offline processing and ad hoc inquiry
and reporting.

. The 13 community collegesin Los

Angeles County are part of phase IV
implementation scheduled for fiscal year
2003-04. We will be adopting the budget,
conducting financia transactions and
closing the fiscal year in June 2004 using
PeopleSoft Financias. Training is sched-
uled to begin in January 2003, with a
transition date of March 2003.

STANDARD 10

. The president and board will develop a

leadership plan to ensure that a sufficient
pool of quaified administratorsis available
to fill future administrative openings.

. Thecollege president will encourage

trustees to act as chairs for future accredita-
tion reports and activities.

. The President's Office will continue to pro-

vide trustees with accreditation reports and
activities.

. The Steering Committee will consider a

request by the union representing adjunct
faculty to expand committees to include
them.

. Thetrustees will direct the new president

to articulate planning priorities for instruc
tio and other campus programs.

. The college will carefully evaluate and pri-

oritize staff replacements during the budget
crisis to maximize servicesto students
while reducing budget obligations.
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(Faculty Per spective)

7. Thefaculty recommends the following

changes to improve shared governance at

Citrus College:

a) Revise Hiring Policy (P-4107) to give
the faculty amajority of one on the
FNIC; alow academic senate president
to submit hiring requests to the FNIC;
require ranking of candidates submitted
to the president for fina interview and
selection, and add oting faculty repre-
sentatives to the final selection commit-
tee.

b) Update evaluation and tenure proce-
dures, policies, regulations and manual
to reflect current letter and spirit of the
Education Code.

¢) Move creation of summer calendar to
the Academic Calendar Committee.

d) Reinstate intuitional research and
planning director position.

€) Governing board should conduct an
objective evaluation of the cost, and
educational and ingtitutional effective-
ness of the current dean, associate dean
and director governance system.

f) Governing board should evaluate,
discuss and implement Faculty Proposal
on Governance.

g) Conduct survey questionnaire on faculty

satisfaction.

(Adminigrative Per spective)

8. The board will continue to support the

tenets of the ingtitutional mission and look
for anew president who is an advocate of
shared governance and has a commitment
to staff diversity, but has the primary goa
of leading an organization which provides
excellent educational opportunitiesto the
community.

(Faculty Per spective)

9.

10.

11

To improve communication between the
board and the faculty, atask force be
formed to develop guidelines and proce-
dures for communicating. It isimportant
that the recommendations of the faculty are
clearly understood and that the response of
the governing board is communicated. In
addition, the faculty request atechnical
assistance visit from the Statewide
Academic Senate and the Community
College League of Californiato receive
training on this specific aspect of participa-
tory governance.

To ensure that faculty participation in the
shared governance process is maximized
throughout the college community, the
ingtitution will assign a full-time administ-
rative secretary to the Academic Senate.
This position will be evaluated and super-
vised by the academic senate president.

The ingtitution will provide leadership pay
for adjunct faculty when they attend Aca-
demic Senate meetings and other standing
committees. A lineitem will be crested in
the Academic Senate budget for this

purpose.

(Faculty Per spective)

12.

The Academic Senate will formulate and
submit a plan to the board for increasing
reassigned time, outlining who will receive
the reassigned time, how much reassigned
time will be involved, and the duties that
will be performed using that reassigned
time.
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13.

The Academic Senate will produce a
budget plan and to inform the board of the
amount of funds required in order to mest
the Academic Senate's obligations under
Title 5 and he shared governance policy.

14.

15.

16.

The CSEA president will convene agroup
to formalize a procedure by which the
|eadership can communicate with the board
on aregular basis regarding sensitive
matters.

The CSEA president will disseminate
information on the campus committee
structure and solicit more classified staff

participation.

The associate dean of students will exam-
ine ways to increase student participantsin
the leadership class, including clarifying
graduation requirements and promoting
service learning.

SPECIAL REPORT ON
DISTANCE EDUCATION

1

The distance education staff will ensure
that all sites are up and running by thefirst
day of classes. All ingtructors will have
access to a functioning e-mail address.

Information about available online degrees
will be listed for distance education
students on the www.citruscollege.com
web site.

An online catalog will be availableto
students who want more information about

the college.

The distance education staff will consider
aternatives to the on-campus orientations.

10.

11

13.

The vice president of instruction will
review the possibility of offering lower-
division mgjor and remedial math and
English classes online.

Pending NCPACE approval, the college
will develop courses to allow completion
of the Administration of Justice certificate
by Navy personnd.

The vice president of student services will
work with advisers and counsdlors to
implement effective online advisement.

The distance education office and MIS will
make available basic hardware and soft-
ware items required for successful
student/instructor and student/student
contact.

The distance education office and MIS will
explore dternative approaches to basic
technological needs so professors do not
have to acquire these on their own.

The web office and MIS will hold works
shops to train ingtructors on software and
hardware. Professorswill provide for and
encourage student/instructor contact and
student/student contact.

Tenure evauation teams will utilize the
distance education student evaluation form
to ensure that professors are following the
requirements.

Faculty coordinators will be evaluated by
distance education faculty to assess needed
improvementsin program coordination and
effectiveness.

Faculty coordinators will be directly
involved in decisions relating to the format
and organization of the distance education
courses offered by the college.
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14.

15.

16.

17.

18.

The distance education support staff will

provide training in the use of Blackboard
through 2003.

Support staff will conduct a follow-up
survey to the full roster of distance educa-
tion instructors during fall 2003 to evaluate
the overall effectiveness of the new soft-
ware and address any specific problems
arising from its use.

Distance education support staff will
provide training in the use of Blackboard
through 2003.

To keep pace with the evolution of online
instruction, the distance education depart-
ment will form a subcommittee to investi-
gate and determine the effectiveness of
new or dternative uses of technology in
course delivery, aswell as the feasihility of
adopting advanced delivery methodsin the
current program.

The distance education coordinator, in
cooperation with the library and Learning
Center, will increase promotion of the
library web site and Learning Center sup-
port services. Thelibrary is currently
implementing a state-of -the-art automation
system which will include severd features
that will impact distance learners, includ-
ing:

a) Patron log-in viaweb, which authenti-
cates patrons to use the library's sub
scription resources or other full-text or
multimedia resources which the library
may offer.

b) Web-based, e ectronic, full-text/multi-
media reserve materials that will be
implemented in the coming year.

19.

21

24.

25.

Web-based orientations, tutorials and/or an
information competence course will be
developed to fill the gaps for distance
learners.

The learning center coordinator will
continue to communicate to distance
education faculty and the distance educa
tion leadership the support services
available.

The MIS director and the vice president of
student services will work together to
implement plans for online transcripts and
registration by spring 2003.

The deans of counsding and admissions
will work with the MIS director to imple-
ment increased online options for services.

The distance education program and publi-
cations office will emphasize the need for
salf-motivation to be a successful student
of online delivery on theweb siteand in
the class schedule.

Asthe main point of student contact, the
distance education faculty and counselors
will emphasize the need for self-motivation
on their web pages, orientation materials
and conferences.

The distance education coordinators will
work with the publications director to
improve information provided to students
in the class schedule, to emphasize the role
of self-motivation and to stress responsibil-
ity of students to contact the instructor.
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26.

21.

28.

29.

Theinterim dean of the distance education
program will encourage instructorsto pre-
pare preview pagesthat can be viewed
from outside of Blackboard and have these
pages available before students start regis-
tering for a given semester.

The distance education coordinators will
facilitate a consistent use of the distance
education student evaluation form. This
would not only be helpful in assessing
student needs but would also facilitate the
evaluation of faculty success within the
distance education delivery method.

The vice president of instruction will pro-
vide ongoing support staff and training to
distance education faculty.

The distance education coordinator will
develop and use afaculty satisfaction
survey to be administered either once per
year or once per semester as an opportuni-
ty to formally assess distance education
faculty satisfaction and concerns.

The dean of distance education will devel-
op and implement a standard method for
ng students taking online courses.
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