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Dear Student, Welcome to online learning in Las Cruces Public Schools. Online education is an exciting new learning tool that lets you be the driver. Just as planning a trip requires you to choose which roads to follow, and when to follow them, online learning offers the same decisions—which courses to take and when to log in and work on them. An added bonus? There are no speed limits, and it is safe to go as fast as you’d like as long as you fuel up at all the learning stations. Experience tells us your online trip will be much more productive if you obey the following traffic advisories: 



Travel every day. Don’t let yourself get behind. Online courses aren’t easy. Learning takes effort. Be persistent.







Don’t take shortcuts. They will shortcut your education. Remember that your future bank account (and chance to buy that really fancy car) depends on today’s habits of study.







Pay attention to the tour guides—your eTeachers. They are experts who know all the best places to stop and explore, and how to get the best value for your travel dollar.







Honk if you need help. The best online learners are those who ask questions. Let your eTeachers give you personal tours. They really like that!







Enjoy the scenery. Online learning can take you to interesting and engaging places. Your teachers have linked your coursework to different sites and learning objects designed to make your journey even better.







Tire yourself out. The best trips are those packed with the adventures that only come from total engagement.



If you need roadside services, contact LCPS VLA Help: [email protected] or 575-527-9550 Thanks for traveling with us. Let me know how it goes. Marcy Oxford, Ph.D. LCPS VLA Director [email protected]
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RULES OF THE ROAD 1. Know how it works: Las Cruces Public Schools provides online courses as an alternative method of instruction or to supplement the curricula offered by LCPS middle and high schools. Students accessing online courses from their local school are typically scheduled into the regular school day of their local schools; i.e., students go to a computer lab or other school location with a computer during a set period during the day to work on the online course. The course is taught by an eTeacher who interacts personally with students via the numerous Blackboard tools including the messaging system, E-mail, web conferencing, online chat tools, or by phone. The courses are asynchronous—accessible at any time during the day or night. The courses also allow self-pacing, so you can complete requirements as quickly as you would like. However, eTeachers may direct you to participate in group work with other students. Courses have a pacing guide to help you regulate your speed so you can reach your destination successfully. Students are typically given 18 weeks to complete a .5 credit course. There is a possibility that you may meet with your teacher face-to-face for tutoring sessions or to complete some type of lab. Night and weekend opportunities can be arranged. 2. It does not cost money: If you are a enrolled in LCPS and registered at least ½ time, courses are available to you at no cost. There are a limited number of slots available in Virtual Learning Academy courses. Check with your counselor for current information about course offerings. 3. Communicate with your eTeacher: Your eTeacher is there to help you with basic technical support as well as mastering skills and content in your course. If you have any questions, message your teacher using the "Messages" button in the course. You can also call! All contact information is located in the eTeacher button on your course menu. eTeachers have 24 hours to respond to your questions. 4. Coordinate with your school: Make sure you know who your school learning coach is, and work closely with that person. This is the person who monitors student progress, facilitates success, troubleshoots any issues that arise, and assists with technical issues and course navigation. 5. Online courses count: They are as important as onsite courses and count towards GPA and graduation. They factor into weekly eligibility processes required for participation in extracurricular activities, such as sports. LCPS-VLA Expanding Opportunities
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6. Grades count, too: Grades will be based on the eTeacher’s assessment of student work and the degree to which the student has met course requirements. Course requirements may include:    



Student participation, effort and completion of assignments; Responsibility, as reflected in timely preparation of online coursework; Growth and achievement in meeting content standards; Skills/knowledge gained as evidenced by performance on assignments, exams and projects.



Course requirements, including grading and assessment procedures will be available to students, parents, counselors, site coordinators/learning coaches and administrators at the beginning of each course. Your course syllabus is available in your course. Your eTeacher will identify the value of each assignment and determine student grades. Penalties and consequences for late submission of work are up to your eTeacher. Students, parents and school officials may request information relative to how a grade was determined and the eTeacher will provide that information. 7. Get started right away: Students who immediately engage with their courses and eTeachers are far more likely to succeed. Don’t procrastinate! Ask questions! 8. Work every day: Online courses require more self-discipline than traditional courses because there is no teacher reminding you to pay attention. Successful students log into courses every day, follow instructions, and initiate communication with eTeachers. Remember that the technology records your daily “attendance” in the course—and what work you were doing. Are you ready to be an eLearner? See appendix B for tips for successful elearners. 9. Follow the District’s Internet Use Agreement and DL Student Course Contract: These are the documents you sign that says you will use the Internet wisely, that you will stay away from inappropriate sites, and that you understand course expectations. 10. Demonstrate proper conduct: LCPS has a conduct and disciplinary code with associated rights and responsibilities. As with any classroom, eTeachers will attempt to address conduct and discipline problems directly with you prior to referring you to the next level. If your eTeacher is unable to resolve the problem or if the infraction requires administrative notification, your eTeacher will contact your school site coordinator/learning coach and the administration. The site coordinator will either address the problem directly or bring it to the attention of your school's administration. The site coordinator/learning coach will also have the responsibility of sharing with the eTeacher any action taken in the situation. If you are experiencing a problem with your eTeacher, you should talk with your learning coach. Improper conduct is defined as interfering with the teaching and learning occurring on the web site by posting profane, threatening, abusive or inappropriate language— including demeaning written or oral comments of an ethnic, sexist, or racist nature and LCPS-VLA Expanding Opportunities
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unwanted sexual advances or intimidations—to an eTeacher, staff member, or student via verbal, email, threaded discussion, chat room or other communication. Improper conduct also includes using the computer system to post inappropriate graphics or links to inappropriate web sites or “hacking” into another person’s computer files for any reason. Academic dishonesty includes breaches of academic conduct, including cheating, plagiarism, and attempts by a student to show possession of knowledge and skills he/she does not possess. These breaches can include: • The use of non-permissible materials in any form during a quiz or examination. • Copying the answers of another student, whether on a test, quiz or homework. • Plagiarizing, or using someone else’s work which is evaluated as the student’s own work. • Impersonating another student on any assessment. • Helping someone else commit these infractions. 11. Don’t cheat: What is Plagiarism? Using something that someone else has written and claiming it as your own is plagiarism. In effect, you are stealing someone else's words if you copy and paste from the internet. Even paraphrasing, or using some of the words can be considered plagiarism. If you are reading something that has the answer to a question, you still must answer with your own words. The real skill of learning is developed when you interpret and analyze what you have read and put it in your own words. Avoiding Plagiarism You can copy and paste information from the internet that you find. However, it must be put in "quotation marks" and you must cite the webpage where you found it (i.e. http://en.wikipedia.org/wiki/Plagiarism). Then, to make your answer valid, you should explain what it means to you and use examples where applicable. Types of Plagiarism Copying someone else's work, whether it be written words, music, images, video, or other media is a violation and may involve copyright laws. 12. Withdrawal permission is required: a) If a student withdraws from a course on or before the 25th day in which the class begins, a notation will not be made on the student’s permanent record, transcript or report card. b) If a student withdraws from a course after the 25th day of the semester, but before the end of the first nine-week grading period, a notation of “WP” or “WF” shall be entered on the student’s permanent record, transcript and report card. This grade will not be calculated in the student’s GPA. c) If a student withdraws after the end of the first nine-weeks grading period of a semester, a grade of “F” will be recorded on the student’s permanent record, transcript, and report card. The grade will be calculated in the student’s GPA.
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13. Know the misconceptions about online learning: Appendix A is a must-read! You’ll enjoy it!
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APPENDIX A COMMON MISPERCEPTIONS ABOUT ONLINE LEARNING While most students succeed in online courses, it is important to start your class with clear expectations about online courses. Here are some common myths and the truth behind each myth. Myth#1 Online courses are easier than face to face classes. Truth: Online courses follow state standards and benchmarks for student learning. There is no hiding in an online course. Every student has a front row seat. Every course has a pacing guide for assignment due dates and students are expected to work every day, Monday through Friday, for 45-60 minutes each day. Every course has work due each week and a final exam. Attempting the final exam is required in order to receiving a grade above 59%. Myth #2 It’s easy to cheat in an online course. Truth: Teachers know each student’s writing style and skills. Teachers E-mail, message, text, and call their students to check on their understanding of course material. Learning is often applied in projects requiring high levels of thinking skills. Teachers use technology to track plagiarism. Myth #3 Online courses are self-paced (meaning you take time off whenever and take it easy). Truth: Online courses are designed for 18 weeks. Most students are taking the course from a computer at school so they must work to finish the school in the semester they enrolled in it. Pace means progress, so to earn an extended completion date (more time to complete a course), students must have completed over 50% of the course and have extenuating circumstances. Myth #4 Online courses are software programs you do on your own with no support. Truth: Each student has a team of support behind them. Every student completes a Student Success Orientation to develop online learning skills.
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Each course has an eTeacher and small class sizes of thirty or less per section. eTeachers provide their phone number and E-mail to each student. Classes open to an announcement page with important current information. Students receive feedback on each assignment and are encouraged to communicate with their teachers daily. Chat and online webinars are possible for tutoring. Academic watch reports are sent to school site coordinators/learning coaches weekly. Myth #5 You are on your own with online courses and never get to interact with other students. Truth: Courses include student-to-student discussions, group projects and web 2.0 tools such as wikis and blogs. Chat and online webinars are also possible for synchronous meetings. Courses may include group projects, evaluating each other’s work through self and peer assessment, group simulations and other collaborative assignments.
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Appendix B: What is a Good Online Learner? To be successful in an online course, you should... 1. Be self-motivated and self-disciplined. You are in charge of your learning. The responsibility is yours. 2. Be committed to the course. Online courses are at least as time-consuming as face-to-face courses. 3. Use the full amount of time you have available daily, a space where you can work for at least 45minutes at a time or longer. 4. If you need more time to complete your assignments and do not have the internet available at home, you may have to complete your work by finding a local wifi hotspot for internet access or the local library to use a computer with internet access.. 5. Expect to log on daily for announcements, messages and discussion, blog or wiki posts among participants. 6. Accept the fact that, if you are a procrastinator, you must follow the pace guide to be successful. 7. Speak up immediately to your site coordinator/learning coach and eTeacher if you are having technical difficulties or are having problems understanding. 8. Practice good "netiquette" and think before hitting "send." 9. Be ready to participate in classroom discussion, blog, and wiki posts, and realize that this involves typing. Writing is a critical skill in online learning. 10. Be able to read and follow written directions. Reading is a critical skill in online learning. 11. Know how to operate your computer, including the keyboard 12. Know how to connect to the Internet. 13. Your computer and your Internet access should both be reliable. 14. Know how to use your browser. 15. Know how to open a file and save a file 16. Know how to email 17. Know how to attach a file to an email 18. Know how to create. edit and save a word document 19. Know how to create, edit and save a spreadsheet 20. Know how to create, edit and save a power point presentation Don't worry if you don't have the tech skills listed here. This orientation includes tutorials on techskills, learning skills, Blackboard navigation skills and a glossary of terms.
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Appendix C: Technical Considerations Technical considerations for secondary schools and students utilizing LCPS VLA courses:



Online courses are designed for access from school computer stations so that students can receive any assistance or troubleshooting help that may be needed. School access also helps ensure equity of opportunity for LCPS students. Students with home computers and Internet connections can access online coursework on a 24/7 basis. It is noted, too, that there is always coursework that can be done “offline” so students can do their online work at school and offline work at home. The best-prepared online students are comfortable with computers and navigating the Internet. This includes the ability to complete tasks such as creating, moving, and copying files; installing software; surfing the web with Internet Explorer or Firefox; sending and receiving email; and using various software programs. However, with appropriate assistance from onsite school personnel and unit 0 found in each course, students can learn these functions to be successful in an online course. Minimum Computer Requirements     



PC or Macintosh less than four years old CD-ROM Monitor Access to the Internet via 56K Modem or High Speed Cable/DSL Must have the ability to run the recommended software below
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Internet Connectivity For students to communicate with eTeachers, submit coursework, research online resources, and correspond with other class members, schools/students will need:  Reliable Internet connectivity,    



Internet Explorer® 10 from Microsoft (26 October 2012 for Windows 8, 26 February 2013 for Windows 7) Safari® 6 from Apple (25 July 2012) Firefox® 21 (stable channel) from Mozilla (14 May 2013) Chrome™ 27 (stable channel) from Google (21 May 2013)



 Email program capable of sending and receiving email with attachments Recommended Software Certain courses may require specialized software for completing coursework. While this will vary between courses, the software packages listed below are usually necessary for any online course.  Microsoft Office 2003 or higher or Open Office word processing program. You can use Open Office to view and write on Microsoft Word, Excel, and PowerPoint files if you do not have the Microsoft Office Program. Microsoft Works often comes free with new computers but a teacher cannot view files from Works unless they are saved as an RTF file. Open Office is a free program that works like Microsoft Office.  Adobe Reader to view .pdf files you will need an adobe reader. This link will give you a free download to view .pdf files for your Mac or Windows computer. www.adobe.com  )  Flash 10 Plug-in to view videos - this is a free download  Quick time Video Player free download  Latest Shockwave Plug-in free download  Latest Java LCPS-VLA Expanding Opportunities
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Appendix D: Distance Learning Student Course Contract Directions: Read through and initial this contract with your parent or guardian. Complete and return to your school’s Site Coordinator or Learning Coach, ____________________________. Student Name_________________________________________Date____________________ Course _______________________________Expected Completion Date__________________ ____1. I understand that this course will become part of my permanent high school transcript including grade point average (GPA). ____2. I understand that online attendance is important to my success in this course and commit to spending 60-75 minutes a day per course five or more times per week (every school day). ____3. I will complete and print a copy of the pacing guide found in each of my distance courses. I will refer to the pacing guide(s) often so that I can look ahead and submit my assignments on or ahead of schedule. ____4. I understand that if I fall behind my pacing guide it is my responsibility to ask my counselor or learning-coach to request a deadline extension. Failure to do so puts me at risk of being dropped from the class and/or receiving a failing grade. NOTE: Students more than 10 days behind on the pacing guide may be dropped from the course. ____5. I will not copy or plagiarize information from the internet, textbooks, other students or any other resources in order to complete my assignments. ____6. I understand that cheating and plagiarism are serious offenses and that my school will determine the consequences which could include failing the course. ____7. I will be courteous and respectful to my eTeacher and other class members (follow the rules of netiquette) at all times. ____9. I understand that my school or eTeacher may contact my parent or guardian at any time if there are any concerns about my progress. ____10. I understand that it is my responsibility to seek help when needed. If I do not understand a lesson resource or assignment I should message my eteacher for further instruction and communicate with my learning coach. ____11. I understand that I will receive zeros for any assignments that are not completed. ____12. I understand that the final exam must be proctored in a VLA approved lab. Student Signature I verify that I have read and agree to all the conditions as written above. X________________________________ Email: Phone: Parent/Guardian Signature By typing my name on the line below, I verify that I have read my student’s contract as written above. X________________________________ Relationship to student: Email:



Phone Number LCPS-VLA Expanding Opportunities
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