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Distance Learning Mission
To complement the mission of Lakes Region Community College by providing access to quality and innovative distance learning and hybrid courses and programs that embrace progressive pedagogy/andragogy using effective teaching and learning technology.

Definitions

100% online course is one in which all learning activities and content delivery are accomplished online without a need to meet in person.  There may be up to two meetings scheduled for administration or assessment purposes at the Instructor’s discretion.  However, reasonable alternatives for the meetings will be provided in the case where a student is not capable of attending these meetings.  
A hybrid course is a combination of classroom based learning and use of online learning technologies and pedagogy/andragogy.  A hybrid course will have a minimum of three scheduled face-to-face meetings.

A Web Enhanced course includes the use of the internet or digital technologies to provide additional resources to the student that enhance learning (for example, web-links, YouTube, video-clips, open access programs).  

Minimal BB requirement for all credit courses: all credit courses at LRCC will have the BB shells available and the following tools available: Course Information, course syllabus, faculty contact information, Websites.  The Laconia Template is available for all Faculty and adjuncts to use to copy required information such as Library links and Academic Notices.  Faculty and adjuncts have the right to use all other available BB tools in their course shells.
General

The Distance Learning Policies of LRCC will comply with the Standards and Policies of the Distance Education Collaborative Committee of CCSNH. The following policies apply to 100% online courses. 

Email
Faculty, adjunct faculty and students will use the @CCSNH.edu for college email communications.
Online Students

Students registered for distance learning courses will comply with all policies and guidelines articulated in the Student Handbook and other college publications.
Registration

Lakes Region Community College distance learning courses are open to anyone who meets the qualifications for registration. Prior to registering for a distance-learning course, the student must follow and meet all criteria as defined by college policy such as pre-requisites, financial aid, online orientations, and assessment of readiness for online learning.
Academic Honesty: 
Students registered in online courses will abide by the academic honesty principles as defined in the Student Handbook.  
Students will comply with the CCSNH Netiquette as articulated on the System web site and within the course.

Evaluation of Class and Faculty 
The CCSNH Distance Learning Collaborative will provide and implement a confidential online performance evaluation to ensure that students have the opportunity to evaluate the course, the distance learning technologies as well as the teaching performance of the instructor.
Each faculty member will be reviewed for online teaching performance using the Quality Matters © rubric on a bi-annual basis by the LRCC Distance Learning Committee.
Online Faculty
All online faculty will follow the college policies and are expected to be familiar with the content of the corresponding faculty or adjunct faculty handbook.

Online courses will follow the official course outline that has been approved by the LRCC Curriculum Committee process.  All online and hybrid courses must be evaluated and approved using the Quality Matters© rubric by the LRCC Distance Learning Committee before presentation to the LRCC Curriculum Committee.  In addition, each faculty member and adjunct must go through a review process to ensure the faculty member or adjunct understands the expectations of alternative delivery instruction.   
Academic Freedom

Faculty engaged in distance learning will refer to the System Policy, section 690.06 for academic freedom clarification.

Faculty teaching distance education courses will comply with the Digital Millennium Copyright Act  (DMCA)  http://www.copyright.gov/legislation/dmca.pdf  and Technology, Education, Copyright and Harmonization Act (TEACH) legislation http://www.lib.ncsu.edu/scc/legislative/teachkit/act_text.html
Selection of Materials
Individual faculty members will have the same rights and responsibility for selecting and presenting materials in courses offered through distance learning technologies that they have in traditionally taught classrooms. For team-taught or interdisciplinary courses and programs, the faculty involved should share this responsibility.
Proctored Exams
Purpose: 

When delivering distance learning courses, there may be instances when the faculty require a secure exam through proctoring. Proctored exams are a way of providing a secure exam off campus through the identification and monitoring of the student being tested.  Academic integrity is also assured by verifying that no additional resources or only authorized resources or technology accompanies the students during the exam. It provides the most secure exam environment outside of the classroom.

Policy:

If proctored exams are necessary in a course, it must be stated in the syllabus so that students are aware of the expectation from the start of the course and so that they have ample time to identify a proctor. The student will be responsible for locating a potential proctor, filling out the Proctor Application Form* along with the potential proctor and providing him/her with the college’s Proctor Guidelines*.  The student is also responsible for any fees for the proctor or proctoring services. To reduce hardship on the student, the college recommends no more than 2 proctored exams per distance course. 

After the faculty receives the Proctor Application Form*, the faculty will contact the proctor and provide more specific information regarding the exam (i.e. online vs. paper, password protected, date, etc.) and Verification of Exam Completion*.

*All guidelines, forms and paperwork are available at www.lrcc.edu .
Quality Control of the Curriculum
Distance learning courses and hybrid courses will comply with all of the standard practices, procedures, and criteria of the college that have been established for traditional classes. This includes, but is not limited to, faculty involvement at the level of course development and approval, selection of qualified faculty to teach the course, pedagogical and andragogical determinations about class size, and oversight of all final course offerings by the appropriate body. 

In collaboration with Department Chairs, the Vice President of Academic Affairs or designee will maintain direct oversight, decision making, and quality assurance for all decisions related to faculty, courses, section sizes, cancellations of courses, and opening of new sections.

Prior to any online course going “live”, the Vice President of Academic Affairs or designee will give approval. 
Working Conditions
Enrollment: Class size will not exceed 20 students without approval of VPAA or designee in collaboration with the appropriate Department Chair and the faculty.

Add: Once the course has reached the course maximum, additional students may be added with the permission of the Vice President of Academic Affairs after consultation with the faculty and appropriate Department Chair.  Additional course sections may be added.
Drop: Courses may be dropped in accordance with established drop deadlines of the college offering the course.
Preparation:  
As of July 08, new online faculty will be required to complete the self-paced online course called “Learning to Teach Online with Blackboard”. The College does not supply instructional designers, and faculty will develop their own courses and upload their own material into their distance learning course shells.  The Laconia Template will be available for faculty and adjunct use to copy commonly required materials.
Compensation:  Faculty will be compensated at the established rate as determined by CCSNH.

Courses taught via distance learning technologies may be included as part of the faculty member’s regular load, or may constitute an overload, or a combination of both.  The teaching responsibilities as they relate to assignments, scheduling, syllabi, papers, and tests, will align with the corresponding traditional course sections.  Grades will be issued following the procedures of the college.

(This policy still under revision) Faculty teaching a 100% online course for the first time may be provided a course load reduction that will enable them to properly prepare and facilitate the course. This reduction will be provided prior to the offering of the course. Acceptance to these reductions constitutes agreement to teach two additional sections of the course over the next 3 terms.  However, if after the course has been taught for the first time, the administration or the Department Chair deems (for academic, financial, or other reasons) that it is not advisable to teach it again using the same format, the faculty will be relieved of this obligation.

Online Availability Hours

A faculty member teaching a distance-learning course will conduct the normally expected total number of availability hours.  In order to accommodate distance learning student needs, some of the normally expected office hours will be held online.
Intellectual Property Rights/Ownership of Material

(A System Policy is currently being drafted (July 08))
Changing and Upgrading Materials & Re-transmission of Courses

Courses and course presentations will not be recorded without prior knowledge and consent of the faculty.  In the case of consent, such recordings are not to be used or revised without the written consent of the faculty member.

Evaluation of Class and Faculty 
CCSNH will provide and implement an online evaluation process. 
The appropriate Department Chair, Distance Learning Committee members and the VPAA or designee will be able to access and view all online courses at any given time. No other outside visitor will be allowed in the distance-learning course unless the faculty member agrees in advance to the visit with the exception of Blackboard system administration for the sole purpose of resolving, troubleshooting or correcting problems or system management.
Distance Education Delivery and Management

Delivery

All distance education courses will be delivered using the course learning system (currently Blackboard) as determined by CCSNH. 
Course development and improvement will be based on the Quality Matters rubrics, or as determined by CCSNH.
Technical Assistance
In accordance with the American Association of University Professors (AAUP) Statement on Distance Learning:

The college “is responsible for the technological delivery of the course”.  This means that the college shall ensure that the necessary technology and equipment is identified and in place, that the college will provide training for faculty, and that the college will ensure that faculty members have access to adequate technological support personnel in accordance with the available resources.
Available Technology and Support:
Prior to distance learning courses being taught, the technology and equipment needs necessary to deliver the course will be identified and in place. The college will provide the faculty member with the necessary equipment to successfully facilitate the distance learning course in accordance with the available resources.

CCSNH will  provide management of the network, college email, the 24.7 Online Support Center, the Internet connectivity, distance learning department support, Blackboard system administration, IT department management of SIS/Banner and Snapshot, the process that enables SIS to communicate with Blackboard and enrollment data and shall schedule the Distance learning Collaborative meetings.

Training for Teaching
Prior to distance education courses being taught, appropriate training both technological and pedagogical/andragogical will be available to faculty. 
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