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1. [bookmark: _What_are_Language][bookmark: _Toc225504676]What is the intent and purpose of this guide?
Distance education offers opportunities for learners seeking flexibility and accessibility.  When designed and delivered effectively, it can provide a highly engaging and impactful learning experiences. However, it also presents challenges in maintaining engagement, delivering quality instruction, providing adequate student support and evaluating students’ learning and progress effectively. 
This guide outlines best practices for fostering student success in distance education programs offered by private training institutions certified under the Private Training Act (PTA) and its associated regulations. The intent of this guide is to support institutions in developing and delivering high-quality distance education by offering practical guidance that promotes compliance, consistency, and student-centered learning.
For the requirements for distance education under the PTA, please consult Section 3.2.8 of the PTA Policy Manual and the PTIRU Distance and Combined Delivery Methods Guide. Regulatory compliance will be assessed against these requirements rather than the best practices.
For additional information please refer to Private Training Regulation (PTR) 18.1(3). 
[bookmark: _What_should_language]

2. [bookmark: _Toc225504677]Elements of a good distance education component?
Effective Instructional Design
A well-designed online program is both accessible and engaging. To achieve this, institutions should:
· Structure Course Content Strategically: Courses or modules should be sequenced in a logical order that supports the achievement of the program’s overall learning objectives. Institutions should track student progress to ensure that prerequisite knowledge is being acquired before students advance to more complex topics.
· Use an Interactive LMS: A learning management system (LMS) should support discussion forums, quizzes, assignment submissions, and grade tracking to keep students actively engaged.
· At least one element of the program should be in-person or synchronous: Instructional designers should consider how much in-person or synchronous elements are needed to provide meaningful face-to-face interaction and support students to meet the learning objectives.
· Provide Sufficient Resources: Students should have access to comprehensive resources for all components, especially for asynchronous sessions, such as recorded lectures, reading materials, and supplemental guides to support independent learning.
· Scheduled instructor support and/or in-person or virtual instructor “office hours” to help students connect with their instructors and overcome challenges with the coursework. 
· Encourage Collaboration: Instructors should build a sense of community and collaboration in a remote environment. For Example:
· Facilitate virtual group activities.
· Host regular live sessions.
· Encourage participation in online discussions.
· Engage Students with Inquiry-based Learning: Course activities should encourage students to engage in inquiry, problem-solving, projects, or collaborative work that align with the learning objectives.
When students feel connected to their coursework and peers, they are more likely to stay motivated and complete their program.


Quality of Instruction
Instructor Training
Instructors play a vital role in ensuring the success of distance education programs. Institutions should:
· Ensure instructors have appropriate training in Online Teaching Methods: Teaching online is different from teaching in person. Provide comprehensive training in the use of LMS, online pedagogy, and strategies to foster engagement in the online learning environments.
· Ensure proficiency in engagement tools: Equip instructors to facilitate discussions, use analytics to track student participation, and provide meaningful, personalized support.
· Promote professional development: Encourage instructors to participate in professional development each year in either an area relevant to the subject matter of the program or instructional delivery, design, assessment, or evaluation. Professional development in online teaching methods can count toward the requirement under the Private Training Regulation that an instructor of a vocational or practical course who provides 20% or more of the hours of instruction of an approved program, other than the hours of instruction for a work experience component, must complete at least 5 hours of professional development each year in either an area relevant to the subject matter of the program or instructional delivery, design assessment, or evaluation. 
[bookmark: _Hlk214544826]Example: During instructor training, include modules on creating and using grading rubrics, managing large class sizes, and addressing student queries effectively.
Feedback and Assessment
Evaluation is conducted to inform both students and instructors about progress toward expected learning outcomes.
· Timely Feedback: Students benefit from feedback. Require instructors to provide timely and constructive feedback on assignments and discussions (e.g., within 48 hours). Ensure instructor-to-student ratios support timely grading and enable instructors to provide additional feedback to students as needed. Feeback should be individualized and provided regularly and with the depth, clarity, and specificity needed to support students to meet the learning objectives.

· Clear Grading Criteria: Develop rubrics and transparent grading criteria for assessments that help students understand expectations and improve performance.
[bookmark: _Hlk214545216]Example: Curriculum is designed to create regular opportunities for instructors to assess student understanding, performance, and progress, and provide clear and constructive feedback.
Student Support
A robust support system ensures students can navigate the online learning environment successfully.
Orientation
· Pre-Program Orientation: Conduct orientation sessions before the program start date to help students familiarize themselves with the LMS, course structure, and available resources.
· Ongoing Support: Offer additional orientation opportunities during the program to address emerging student needs.
· Assess Online Readiness: Evaluate students’ digital skills, access to technology, and ability to engage in online learning during the orientation phase, and provide guidance or training as needed.
· Support Accessibility Needs: Identify students who require accommodations and ensure that appropriate support and accessible learning materials are in place to meet diverse learning needs.
Communication Channels
· Establish Clear Support Networks: Supports are in place to ensure students know where to seek help and who to seek help from. Provide students with defined channels to contact instructors, technical support, and administrative staff. Examples include:
· An online help desk within the LMS.
· Dedicated office hours for instructor meetings.
· FAQ resources and video tutorials on LMS navigation.


Progress Monitoring and Intervention
· Regular Monitoring: Use LMS analytics to track student progress and identify signs of disengagement (e.g., missed logins, incomplete assignments, or low participation in discussions).
· Early Intervention: Implement a structured process for reaching out to at-risk students, such as automated alerts for instructors and follow-up communications offering support.
3. [bookmark: _Assessment_of_prior][bookmark: _Toc225504678]Elements of a good Learning Management System (LMS)
An effective LMS is the backbone of a successful distance education program. A good LMS has the following functionalities:
Assessment
· Automatic Feedback on Quizzes: Immediate grading and feedback help students identify areas for improvement.
· Gradebook Tool: A comprehensive gradebook that allows instructors to manage grades and students to track their progress.

Communication
· Discussion Forums: Forums for asynchronous communication and peer interaction create a collaborative learning environment.
· Internal Messaging System: Secure messaging within the platform ensures all course-related communication remains centralized.

Reporting
· Activity Reports: Monitor login activity, participation in learning activities, and course progress.
· Engagement Analytics: Generate reports on student performance trends and automatically flag at-risk students for timely intervention.
4. [bookmark: _Hlk214545260][bookmark: _Toc225504679]Examples of Good Practices in Distance Education Components
· Institutional Commitment: Strong leadership and cross-departmental collaboration ensure effective implementation.
· Professional Development: Training programs focused on online pedagogy and technical skills improve teaching effectiveness.
· Student Support System: Early interventions, academic advising, and tailored learning resources help students succeed.
· Assessment & Program Evaluation: Regular assessment of learning outcomes keeps programs relevant and effective. 
Continuous Improvement
Institutions should periodically evaluate and update distance education programs to ensure quality and compliance:
· Program Reviews: Gather feedback from students, instructors, and industry stakeholders to identify and address gaps.
· Policy Updates: Stay informed of changes to the Private Training Regulation, and the PTA Policy Manual, adapting institutional practices as needed.
· Professional Development: Offer ongoing training opportunities for instructors to stay updated on the latest trends in online education.

[bookmark: _Common_problems_with]By implementing these best practices, private training institutions can create engaging, high-quality distance education programs that not only ensure compliance with regulatory requirements but also provide students with rewarding and supportive learning experience.
5. [bookmark: _Toc225504680]Additional Resources

· B.C.’s Post-Secondary Digital Learning Strategy 
· Award-Winning Faculty Online Teaching Practices: Elements of Award-Winning Courses
· Delivery modes and teaching approaches |University at Buffalo
· Encouraging academic integrity in remote, online, and in-person learning contexts | Centre for Teaching Excellence | University of Waterloo
· Assessing Online Learning - Centre for Teaching Support & Innovation
· Online Assessment in Higher Education | Resource Library | Taylor Institute for Teaching and Learning | University of Calgary
· Pedagogical Best Practices: Residential, Blended, and Online | Teach Remotely
· Resources for teaching and learning online | University of British Columbia
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