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	This set of working principles is also a check-list that can be used to assess the performance of any distance provider. It is as applicable to residential institutions branching out into distance teaching as it is to distance education institutions that have been set up specifically for that purpose.

We can also expect techniques of distance education to spread into many other kinds of setting. Particularly, we will see them used in work-based industrial training. Furthermore, the problems of literacy and adult basic education will need to be attacked using many of the techniques of distance education. Increasingly, therefore, they will help us to expand opportunities for learning tar beyond the boundaries of educational institutions. They are tile key to expansion of opportunity for all.

The check-list outlines the range of problems that any intending distance or open learning provider must consider and solve before beginning detailed planning of a service.




INTRODUCTION
The main task of a well-functioning distance education provider is to design and manage successful learning. To do this it must understand that its product is service to the student. As a consequence, the characteristics of the institution providing the service are vastly different to those of their residential counterparts. In line with good practice world-wide in distance education institutions, the range of functions performed by academic staff is differentiated and highly evolved. Different staff focuses on different functions, for example: on tutoring, on each of the different aspects of course design (for example, on audio-visual production, illustration, editing. and pilot-testing), on all the various parts of the teacher-learner relationship, and on monitoring the pedagogical quality and academic standards of courses.
THE COURSE IS AN ENVIRONMENT FOR LEARNING
In good distance learning, the course, not the teacher, teaches the course. For this to happen successfully, it must be very much more than a package of study materials. No matter how sophisticated it may be, a study package is still no more than well-presented print, visuals, experiment kits, audio tapes, and. perhaps, video tapes. The course is the structure of learning that is designed into those materials. It has five basic elements. First, it contains conceptual pathways to mastery of its knowledge, conceptualizing skills, and practical abilities. Second. it contains pedagogical strategies for helping the learner find his or her way through these pathways. This involves use of supportive and motivating elements like availability of tutor support that is part of the structured pathways. Physical resources for learning (places in which to meet, study and practice talking about the subject matter of the courses) must be available. As with tutor support, they need to be both freely available and their use planned into the course as the students unfolds it. Third, both summative and formative assessment should be integral to the learning process. That is, assessment cannot be 'tacked-on' to the end of a course. It should not simply be a test that merely confirms what the student now knows and does not know. It must validly test the student's achievement of all the objectives of the course and these will not have been expressed merely ill terms of the knowledge the course will impart. Usually the assessment will be designed to assist in developing the understanding for which the course aims. Fourth, the materials and indeed the whole presentation of the course, must excite, engage, and reward the students. Fifth, it must be designed to develop and sustain independence of thought and the capacity for continued self-education.

The key element in the strategy of course design is that it should be student-centred. That is, it should be designed to meet the personal, practical, intellectual and learning style needs of the students rather than the organizational requirements of the institution or its staff.
STUDENT SUPPORT IS A VITAL COMPONENT
Distance students need to be supported in various ways if they are to adapt to the special requirements of guided self-study. They may be distant from their teaching institution, but they must not be isolated. They should have a tutor nearby with whom they can communicate both by telephone and in person. They should be put in touch with others in their vicinity who are studying the same course. Where possible, they should meet regularly to discuss their studies and to give each other mutual support. They also need a place to study, whether at home, at their work place, or at a study centre within reasonable reach. Students taking courses with practical requirements must have access to study kits or laboratories, workshops, and computer facilities.

As course design and delivery should be student-centred, so ought the administration and the regulatory structure of the institution or programme. It is possible to administer the programme in ways that support, stimulate, and compliment students rather than dominate, demean, and de motivate them.
THE CHECKLIST

From the point of view of the needs of the student, open and distance learning institutions should include all of the following features. The precise form of each feature will differ greatly across institutions because each must be designed to fit tile specific practical. Financial, academic, and cultural context in which the courses are to be offered.

	A. COURSES: Courses are delivered by means of instructionally well- designed, friendly, comprehensive, interactive self-learning materials which allow student quick access and clear movement through them. They will take account of and give necessary cues and guidelines on other resources that are available to learners. The materials will teach and at the same time involve the learner actively; they will be free of bias, prejudice, and propaganda; they will be designed to minimise waste of student' time. For example, progressions will be clear and all reading material will be included in the course materials. They will enable the student to pace their work at a sensible rate and will contain appropriate devices to help in the process. Although there is no need to be technologically complex, most, but not necessarily all will be multi-media.
Courses should be organized in modules. They should specify prior knowledge and entry skills. Learning objectives should be clearly stated and closely and obviously tied to assessment procedures. Regular self-assessment exercises should help student both to determine what they know and how well they are measuring up to standards of successful performance. Assessment should take place throughout the course as well as at it end.
The quality of the designed course is the first major factor in producing success. Well-designed courses are expensive to develop and produce. Preparation time can take up to 100 hours for every hour of student study time. Institutions must protect the time of staff and budget the necessary money to ensure the proper design and development of each course. Courses, once developed, must be renewed and revised regularly on the basis not only of development in tile subject matter, but also of continuous analysis of the performance of tile course as a learning environment.
(See SAIDE Workshop Paper No.2 for further ideas).


	B. COUNSELLING: Provision must be made by the institution to inform, advice, and help the isolated individuals in its programmes. These must be easily available through a variety of devices including, most importantly, human intervention.
Students have many kinds of counselling needs:
· career counselling;

· help and advice on study skills;

· academic advice and role relationship counselling;

· counselling on the requirements of the distance education system;

· role relationship counselling.

All need to be provided for by some method and to some degree.




	C. TEACHING AND LEARNING: Good materials can 'teach' effectively. However, very few adults come with all the requisite skills to 'learn' effectively. Most learners will need intervention through mentor support in order to progress smoothly. These interventions take the form of contact tutoring, assignment tutoring, hands-on activity (in the case of science, technology, computing, etc.), assessment, and feedback. Students also need a place in which to study and, where necessary, access to library resources. A network of well- trained tutors is also necessary. These are likely to be part-time and their duty is to help the students in a variety of ways throughout the life of the course. This relationship should be personal, immediate, and fairly frequent. Besides learning from materials and tutors, students also derive benefit from each other. Distance education institutions should actively promote the development of self-help study-groups among students.
Distance teaching institutions aiming to run efficient, friendly, and effective support systems which ensure student success, must spend a large part of their annual budget on such services. Where student numbers are large, unit costs Call be kept low and distance education can be very cost effective. The key is to have a structure of student support that can make success possible for very large numbers of students on each course. Herein lies the key structural difference between modern distance education and correspondence education.



	D. ADMINISTRATION: There is nothing more frustrating and discouraging, to than inefficient, difficult, insensitive, and complex administration. Therefore, administrative arrangements to support learning must include fast and reliable distribution of course materials; clear protocols and procedures to receive, record, process, and turn around assignments; maintenance of a good and accurate record of student data; and advocacy and enrolment activities that bring students, community, and institutions nearer to each other. Staffing structures must be very different, with high proportions of academic and academic-related staff organizing and supervising ‘on the ground’ support, via learning centres and monitored tutoring. Expenditure on administration, other than that needed to support student success, should be kept to a minimum. Therefore:
· student regulations should be few and simple;

· administrative procedures should be simple and electronic for routine purposes. Occasionally it will be essential that they be personal;

· fee structures should be simple and not exorbitant;

· student records must be detailed, up to date and instantly available to the tutor and, ideally, the student;

· tutor records should be detailed for each tutor, and instantly available to tutor-monitors;

· records of course results should be capable of being analyzed for cohort throughputs.

The quality of the administrative system is vital to all  students. Therefore:

· the delivery of course materials must be fast and reliable;

· assignments must be taught on, graded, and quickly returned (10-25 days);

· responses to students' questions must be immediate, (1-5 days), clear, and supportive. If academic, they should always be personal.

	E. STAFFING STRUCTURE: The tasks that comprise face-to-face teaching must be distributed among separate functional responsibilities. For example:
· course design, including syllabus and curriculum design;

· instructional design;
· electronic media use;
· editing;
· tutorial support for students;
· monitoring of tutors;
· counseling;
· examining;
· management of the learning system.
All staff must accept that the task of the institution is primarily to design and manage successful learning. Consequently:
· job descriptions of academic staff must specify that high quality performance is required in a range of aspect of the teaching role;
· criteria  for academic staff promotion, and promotion committees in their practice, must give priority to the quality of performance in course development, teaching, student support and management of learning.



	F. SELF-IMPROVING ORGANIZATION: The institution must have (and be seen to have) effective structures for improving the quality of its performance. These must be integral to its functioning, not merely statements of intent. Therefore:

· feedback mechanisms are needed to record student satisfaction with all aspects of each course and to ensure that those responsible for reviewing or re- making the course are informed. They are also needed to record individual student performance in each course, to monitor tutor support, and to ensure the external comparability of end-of-course assessments or examinations;
· only programmes and courses that are relatively successful with students should be offered;
· information on the performance of courses should be publicized and become part of discussion about improving systems;
· students should participate actively in discussions about organizational improvement;

· all staff must be trained, monitored, and retrained for the very specialized tasks they perform.



	G. ACADEMIC STRUCTURE: The structure of study programmes should be simple and flexible. Proliferation of regulations, complex programmes of courses, unclear advice on the amount of work entailed
in a course, complicated registration procedures, and too many 'crucial moments' in courses (examinations, practical, etc., at fixed times) all contribute to failure. An institution should aim to offer as few courses as possible. Two courses per thousand students might be a figure to aim for.
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