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Minimum Technology Requirements For Distance Learning

When participating in both online and hybrid programs, it is vital to consider the technology
needed in order to have a successful course. We recommend that you meet the technical
requirements below when using the learning management system (LMS) of Hollywood Education
Institute. Students will receive Minimum Technology Requirements for Distance Learning and the
Interactive Distance Learning Student Handbook before enrollment starts. The students can
receive IT support from our IT staff by sending an email to info@hollywoodinstitute.net.

Technology Proficiency

You should be proficient in the following:
● basic computer skills
● sending/receiving email
● sending and receiving attachments via email
● using a web browser
● finding resources through search engines
● downloading and installing software
● familiarity with using browser plug-ins (e.g. PDF reader, video, audio)
● using word processing, presentation software, or other productivity applications
● experience/familiarity with a variety of file formats such as .pdf "Portable Document

Format", .rtf "Rich Text Format", .doc or .docx "Microsoft Word Document", and .txt "Text
document"

● the ability to be self-directed in learning new technology skills (e.g. following a handout,
a step-by-step tutorial, online video help, or access to support to learn necessary skills)

Required Hardware
● A computer (desktop/laptop) or mobile device (smartphone/tablet) that is less than 5

years old will work.
● Speakers/headphones/earbuds for listening to audio or videos presented in courses.

Optional Hardware
Webcam for interacting in course activities that require video feedback from students, video test
proctoring, or other third-party tools.

Required Software
● An Internet Browser (i.e. Mozilla Firefox, Google Chrome, or Microsoft Edge preferred)
● Adobe Acrobat Reader or other PDF readers

Optional Software
● Microsoft Office (i.e. Microsoft Word, Excel, and PowerPoint)
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Internet Connection 
● High-speed Broadband Internet Connection is required.

Recommended Internet speeds:
- Download speed is at least 8Mbps
- Upload speed is at least 2Mbps

Please consider the following while participating in courses:
- Using a shared Internet connection will impact connectivity, such as additional

household members’ use of streaming TV, gaming, and other Internet usage.
- Wireless connections may be impacted by the distance from the router and

interference from microwaves and other electronics. (Wired connections are
recommended.)

- Your Internet Service Provider’s performance may vary throughout the day based
on community usage.

Internet Browser(s)
● Various browsers may be able to access the learning management system (LMS).

We recommend the following tips:
- Use the latest versions of Mozilla Firefox, Google Chrome, or Microsoft Edge.

(Please note that eLearning (Moodle's learning management system) may not be
fully compatible with the latest versions of each browser.)

NOTE: Avoid using Internet Explorer because this browser is obsolete.
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Getting Started with Moodle

A username and password are required to access Moodle.

Log in to Moodle

1. To begin the login process, please go to Hollywood Education Institute online class
website at: https://hc.oneonlineclass.com/

2. Type in your username: your full first name registered with Hollywood Education Institute.
3. Type in your password: your initial password provided by the Institution.
4. Click the "Log in" button.

The Moodle front page will be displayed providing the users with important messages,
documents, and a list of enrolled courses.

Moodle Login Page

Accessing Your Courses
Your courses can be accessed through "Home" or "Dashboard" or under the "My courses"
section, located in the left column of your Moodle page.

The "Home" page provides users with important messages, documents, and a list of enrolled
courses.
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The "Dashboard" page provides users with a list of their enrolled courses and other related
information such as quick links to lessons, quizzes, and upcoming activities.

Your courses are listed under the "My courses" section, located in the left column of your Moodle
page. This list of courses is available at all times. You might need to scroll down to see it.

Moodle front page

NOTE: Most courses will be available starting the first day of the quarter. If you have an issue
locating the course after the start date, please contact your instructor to verify your enrollment
in the course.

Navigating Your Courses
Click on the course name to access the course. You may have to click through a few menus to
get to the course.

Blocks
Moodle is arranged by "blocks". While these blocks may be slightly different in each course, your
main content will be in the center. On the left side of your screen, you should see the blocks:
Dashboard, Calendar, Private files, and My courses. The "My courses" block is available at all
times. These blocks contain information for your course, such as your activities, quizzes, and
grades. The right side of your screen will contain blocks and modules that will be determined by
your instructor as needed for your course.

Hollywood Education Institute - Interactive Distance Learning Student Handbook 6 | Page



Moodle Dashboard

Page organized into blocks
Modules (may be arranged by topics or by weeks)

Activities
Each course is divided into weeks and each week has a different set of activities. An activity is
something that a student will do to interact with the instructor and/or other students. There are
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different types of activities and the most commonly used are lessons, assignments, quizzes,
forums, and surveys.

Lessons
Lessons are lectures discussed by the instructors about the topic for a given week.

Assignments
Instructors will design and set quiz test questions that students are required to answer within a
given time period.

Quizzes
Instructors will design and set quiz test questions that students are required to answer within a
given time period, shorter than an assignment.

Forums
Allows participants to have discussions among themselves

Surveys
For gathering data from students to help teachers learn about their class and reflect on their
own teaching.

Live Class Session using BigBlueButton
BigBlueButton is a web conferencing system for distance education within Moodle that allows
live interactions between the instructor and the students.

Listed in your class activities is a link to "Live Class" with a specified date and time. Click on the
link and it will open a new window showing a "room" that only the instructor and students of that
class will be able to access. Upon entering the room, a message will appear asking if you want
to use your microphone or just listen. If you choose a microphone you will need to check your
settings.

The instructor can choose whether to allow participants to use webcams and microphones or
not.

The central area can display presentations, polls, screen-sharing, or an interactive whiteboard.
There is also a chat option with public and private chat.

Collapsing and Expanding Modules
The instructor will decide if all modules will be displayed one at a time or all at once. If all the
modules are visible in your course and you wish to view only one at a time, you can collapse the
modules by clicking on the box(es) in the upper right corner of a module.

Hollywood Education Institute - Interactive Distance Learning Student Handbook 8 | Page



Assignments
You will be required to submit a number of assignments throughout the quarter. To ensure that
you receive proper credit for your assignments, please follow all instructions given by the
instructor.

Assignment Format
In order to give you credit for your assignments, your instructor must be able to open and view it,
this usually means saving the file in .DOCX or .RTF format. If you are not using Microsoft Word, use
the "Save As" command to save in .DOCX or .RTF format.

NOTE: Always verify the format required by the instructor for each course.

Naming Your Files
To prevent possible problems, use alphanumeric characters (letters and numbers only) when
naming your files. Avoid using special characters such as # or %. Moodle will automatically
replace these characters with an underscore when you upload the files.

Types of Assignments
To see the assignments for your course, click on the "Assignments" link in the "Activities" block on
the left side of the course page. Visible assignments will be listed and may include the following:

● Advance uploading of files – allows you to post multiple files or one file multiple times
and/or comments.

● Offline Activity – a graded activity that is not submitted through Moodle (for example, a
performance or an item submitted via email).

● Online text – text that is entered directly into Moodle.
● Upload a single file – a file to be uploaded through Moodle.

NOTE: There may be other assignments that are not yet available but will become visible later in
the term. Also, your instructor may have other assignments that were not created with the
Moodle Assignment function and don't show up in the above list. Be sure to read all instructions
in the syllabus and in your course and check Moodle often to ensure that you don't miss any
assignments.

Submission of Assignments
To open the assignment, click on the assignment title in the current module or from the
"Assignments" link in the "Activities" block on the left side of the course page.

Submitting Online Text:
1. Click on the "Edit my submission" button at the bottom of the page.
2. In the "Submission" box, enter (or copy and paste) your answer.
3. Click on "Save changes" to submit.

Submitting a File:
1. Click on the "Browse" button at the bottom of the page.
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2. Navigate to your file and double-click on it.
3. Click on "Upload this file".
4. Look for a "File uploaded successfully" confirmation message.

Assignment Submission Deadline:
Be sure to follow any specific instructions provided by your instructor.

Online Tests and Quizzes
Follow these recommendations when taking a test or quiz in Moodle:

● Use an updated version of your web browser such as Chrome, Edge, Firefox, and Safari.
● Make sure that the computer or mobile device you’re using is in good working condition,

free from viruses, and has access to a stable internet connection.
● If you are using a lab computer, be sure to log out before leaving to ensure your user

account privacy.
● Plan your test-taking time carefully. Be aware of the closing date and time as well as the

time limit for the quiz. The test will automatically close when it is the due time. For
example, if you have a test that is due by 10:00 PM, the test will close and will not be
available by 10:01 PM.

● The speed of your computer as well as your Internet connection will determine how
quickly the test is displayed and answers are saved and/or submitted. If taking a timed
test, be sure to save and submit your test several minutes before the timer runs out.

● Submitting Online Text:
1. Click on the quiz title in the current module the "Quizzes" link in the Activities

block on the left side of the course page. Quizzes are identified by a
clipboard with a green check mark.

2. Click "Attempt Quiz Now" and then "OK" to confirm that you want to start the
quiz.

3. Check for any special instructions including the time limit.
4. Select or enter the best answer to the questions.
5. Please click "Save without submitting" after answering each question to ensure

that your answers won’t be lost in case of technical problems.
6. Once you finish answering all the questions and ready to submit, click on

"Submit all and finish" and click "OK" for confirmation.

How to Check your Grades
To view your grades, click on the "Grades" link on the left side of the course page.

How to Log Out
Please log out after your Moodle session has finished. This is important especially if you are
working on a shared or public computer.

1. Click on the Logout link next to your name at the top-right corner of the Moodle screen.
2. Close the browser.
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Attendance Policy

Hollywood Education Institute has developed the following policy and procedure to elucidate
the attendance requirement of students. Hollywood Education Institute students must maintain a
total attendance percentage of 80 percent or higher (i.e., 80% overall attendance) regardless
of visa status. Tardiness and/or early departures result in reduced class/clock hours. A student is
considered tardy if he/she is not in the classroom by the time their first class is scheduled to begin
or in their assigned classroom within the first five minutes of the scheduled class time (e.g., if a
class is scheduled to begin at 9:00 a.m., a student must have logged into the institution's
attendance application by 9:00 a.m. and in their assigned classroom by 9:05 a.m.). A student is
considered an early departure if he/she does not remain in their assigned classroom until the
class has been dismissed (e.g., if a class is scheduled to end at 10:05 a.m., a student must remain
in class until 10:05 a.m.). Total attendance percentage is tracked and calculated electronically,
and students can view their total attendance percentage while logging in and out of the
attendance application. As an added measure, both tardiness and early departures are
tracked with the use of an attendance roster, which is completed daily by an instructor for
his/her class.

Hollywood Education Institute will automatically administratively withdraw a student after s/he
has been absent for a maximum of 30 consecutive calendar days.

The student will be notified verbally and in writing, if he or she is being administratively withdrawn
for unsatisfactory academic progress.

Attendance Policy
Hollywood Education Institute has developed the following policy and procedure to elucidate
the attendance requirement of students. All students at Hollywood Education Institute must
maintain a total attendance percentage of 80 percent or higher (i.e., 80% overall attendance).
A student is considered late if he/she is not in the classroom by the time their first class is
scheduled to begin or in their assigned classroom within the first 5 minutes of the scheduled class
time (e.g., if a class is scheduled to begin at 9:00 a.m., a student must have logged into the
institution's attendance application by 9:00 a.m. and in their assigned classroom by 9:05 a.m.). A
student is considered an early departure if he/she does not remain in their assigned classroom
until the class has been dismissed (e.g., if a class is scheduled to end at 10:05 a.m., a student
must remain in class until 10:05 a.m.) As an added measure, both tardiness and early departures
are tracked with the use of an attendance roster, which is completed daily by the instructor for
his/her class.

Acceptable indications of attendance include completing assessments and/or performing tasks
or activities on a given day.

If you find that you cannot meet the class' minimum discussion requirements due to such a
circumstance, please contact your instructor as soon as possible.
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Attendance Procedure
Attendance is critical to the student’s success in taking the Hollywood Education Institute
program. The instructor is responsible for student attendance. The instructor needs to monitor
and give student attendance in each class during class time.

1. The students must log in to the Hollywood Education Institute’s learning management
system and attend the live class. The students who join the in-residence class must log-in
and show up at the classroom.

2. The students must participate in the class and complete the assignments, classwork,
quizzes, and examination according to the instructor’s instruction,

3. Instructors are required to monitor students’ attendance in each class.
4. There are 3 options to give student attendance:

(P) Present: 100%
Students log in, attend live class on time, actively participate in class, and complete assignments
and examinations within a given time from the instructor.

(D) Deduction: 70%
Students who are late to the live class are more than 5 minutes late. Students who leave early,
he/she does not remain in their assigned classroom until the class has been dismissed. Students
inactively participate in the live class. Students do not complete the assignments and
examinations within the given time from the instructor.

(A) Absence: 0%
Students do not attend the live class.
All Hollywood Education Institute’s students are required to maintain a minimum of 80%
attendance.

What does it mean to "attend" a class?
Attendance is critical to the student’s success in taking a class. Taking attendance allows the
institution to make clear determinations of when a student last attended class. When it comes to
attendance in a course, it may seem a little unclear how attendance is defined. Listed below is
very specific information that can help guide our decision-making when designing courses for
an online environment.

What is an acceptable indication of attendance?
The acceptable indications of attendance in a course can include:

● Students submission of an academic assignment(s)
● Students submission of an exam
● Documented students participation in an interactive tutorial or computer-assisted

instruction
● The students showing participation in an online/hybrid study group that is assigned by

the institution
● The students in a discussion forum showing the student's participation in an

online/hybrid discussion about academic matters

Hollywood Education Institute - Interactive Distance Learning Student Handbook 12 | Page



What does not sufficiently indicate attendance?
In a distance education context, documenting that a student has logged into an online class is
not sufficient, by itself, to demonstrate academic attendance by the student." Essentially, a
student must be required to do more than just "log in" to be documented as having attended an
online course. The students who join an in-residence class and do not participate in-class
activities are also considered as not sufficient.
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Student Identity Verification Policy and Procedure

Policy
This policy applies to all programs offered by Hollywood Education Institute, beginning with the
application for admission and continuing through to a student’s graduation, transfer, or
withdrawal from study. Hollywood Education Institute is committed to ensuring the integrity of our
academic programs and maintaining high standards of academic honesty. As such, Hollywood
Education Institute reserves the right to request government-issued documentation of identity
with other personal information from students for the purpose of ensuring that the person
enrolled in the course is the person completing assignments, exams, and all other course
requirements.

Procedures
Initial Identity Verification Process:
During the admissions process, students are required to provide personal information, including
their name, date of birth, government-issued identification (i.e. driver’s license or passport), high
school/college attended, and prior degrees received as well as other contact information (i.e.
current home address and a valid email address). The administrative staff reviews and verifies
the authenticity of the documents and confirms that they are valid and accurate prior to an
admissions decision.

Once admitted, each student is assigned a unique username and password to log into the HEI’s
learning management system (currently Moodle). Students are responsible for providing their
complete and true identity information in any identification verification process.

Ongoing Identity Verification Process:
Throughout the student's enrollment, Hollywood Education Institute uses a variety of methods to
verify the student's identity, including secure logins and passwords, proctored exams, and other
technologies to verify the identity of students:

● Secure logins and passwords: Hollywood Education Institute requires students to create
unique usernames and passwords, which are used to authenticate the student's identity
when they log in to Moodle (LMS), to ensure that only the student has access to their
coursework and assessments.

● Proctored exams: Hollywood Education Institute verifies the student's identity by checking
their ID and comparing it to the student on camera for online classes or in-person for
hybrid courses to ensure that the person taking an exam is the same person who was
admitted.
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Any student engaged in incidents of student identity fraud may face reprimand, disciplinary
warning, a lowered or failing grade(s), and/or probation, suspension from the course, academic
program, or expulsion from the Institution.

Confidentiality
All identity verification documents will be handled in a confidential manner to the extent
possible. Hollywood Education Institute protects the privacy of student information in
accordance with the Family Educational Rights and Privacy Act (FERPA) and any other
applicable laws or regulations regarding the confidentiality of personally identifiable information,
and the Institute’s Privacy Policy.
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Guidelines for Interactive Distance Learning Courses

Guidelines for Institutional Support Services

It is recommended that the institution:
1. provide faculty and students access to reliable and appropriate technologies for

carrying out the instructional goals of Interactive Distance Learning courses (this includes
a stable, password-protected, platform for Interactive Distance Learning)

2. provide faculty and students with appropriate levels of training and/or training materials
related to the use of Interactive Distance Learning technologies

3. provide Interactive Distance Learning faculty and students access to a centralized
technical support center that will provide timely assistance on technology questions and
problems.

4. provide Interactive Distance Learning faculty and students electronic access to library
services, materials, and resources.

5. ensure that Interactive Distance Learning students have adequate access to the
following key administrative and support services: enrollment services, advising and
counseling services.

6. provide students with timely information on the technical equipment and skills required
for success in the different types of Interactive Distance Learning courses offered at
Hollywood Education Institute. This includes information on how to log in to the
Institution’s primary course management system (e.g., Moodle).

7. provide a centralized organization/department that is responsible for coordinating,
implementing, and overseeing the major support services applicable to Interactive
Distance Learning students and faculty.

Guidelines for Student Support Services

It is recommended that HEI students:
1. are made aware of the major technologies used in the course before the start of the

course.
2. are made aware of the minimum technical equipment and skill requirements of the

course before the start of the course.
3. are provided with a comprehensive course syllabus by the first day of the start of the

course (NOTE: if required textbook information is only available to the student through the
course syllabus, then it is recommended that this document be distributed to students in
advance of the course start date).

4. are granted frequent and free access to technical support services for the duration of
the course. Please contact IT staff by email: info@hollywoodinstitute.net.

5. have a defined means of voicing concerns about courses to the appropriate staff.
6. have reasonable access to enrollment services, advising and counseling services, and

library services.
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7. are provided access to training materials related to the course technologies when and
where appropriate.

Guidelines for Student Participation

It is recommended that HEI students:
1. take the initiative to learn about the technical equipment and technical skill

requirements for the course in advance of the course start date.
2. adhere to the Hollywood Education Institute Student Code of Conduct.
3. use their registered email account for the duration of the Interactive Distance Learning

course and are advised to check it frequently (preferably daily).
4. respond to instructor-initiated emails and inquiries within a timely manner (preferably

within 2 working days).
5. are advised that frequent participation in an Interactive Distance Learning course (e.g.,

completing assignments, responding to emails, posting messages, accessing course
content, taking course exams, etc.) is a requirement for most classes.
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Institution Policies

Privacy Policy
Hollywood Education Institute respects and honors the privacy of all its students, applicants, and
personnel, to protect the confidentiality of its students’ educational records. Except as provided
by law, as set out in the terms of its Privacy Policy, or as provided in other Hollywood Education
Institute policies, the institute will not publish or reveal the academic records or confidential
information of a student, applicant, or member of its personnel team to a third party.

Breach of Privacy
If a student, applicant, or member of the institute’s personnel team believes that his or her
privacy has been breached by the institute, he or she should follow the grievance (formal
complaint process) procedure outlined in the Catalog.

All alleged breaches of privacy will be investigated thoroughly, and disciplinary actions may be
imposed on any member of the institute’s personnel team found to have breached the privacy
of any applicant, student, or other members of the institute’s personnel team.

Family Educational Rights and Privacy Act (FERPA) of 1994
The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with
respect to their education records:

1) The right to inspect and review the student's education records within 45 days of the day the
Institution receives a request for access. Students should submit to the Registrar or other
appropriate official written requests that identify the record(s) they wish to inspect. The Institution
official will make arrangements for access and notify the student of the time and place where
the records may be inspected. If the records are not maintained by the Institution official to
whom the request was submitted, that official shall advise the student of the correct official to
whom the request should be addressed.

2) The right to request an amendment of the student's education records that the student
believes are inaccurate or misleading. They should write the Institution official responsible for the
record, clearly identify the part of the record they want changed, and specify why it is
inaccurate or misleading. If the Institution decides not to amend the record as requested by the
student, the Institution will notify the student of the decision and advise the student of his or her
right to a hearing regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the student when notified of the right to a hearing.

3) The right to consent disclosures of personally identifiable information contained in the student's
education records, except to the extent that FERPA authorizes disclosure without consent. One
exception which permits disclosure without consent is disclosure to institution officials with
legitimate educational interests. An institution official is a person employed by the Institution in
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an administrative, supervisory, academic or research, or support staff position (including law
enforcement unit personnel and health staff); a person or company with whom the Institution
has contracted (such as an attorney, auditor, or collection agent); or a student serving on an
official committee, such as a disciplinary or grievance committee, or assisting another institution
official in performing his or her tasks. An institution official has a legitimate educational interest if
the official needs to review an education record in order to fulfill his or her professional
responsibility. Upon request, the Institution discloses education records without consent to
officials of another institution in which a student seeks or intends to enroll.

4) The right to file a complaint with the U.S. Department of Education concerning alleged failures
by Hollywood Education Institute to comply with the requirements of FERPA. The name and
address of the Office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education

400 Maryland Avenue, SW Washington,
D. C. 20202-4605
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