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Procedures and Practices for Distance Learning Courses

The University encourages and promotes the adaptation of existing courses into a Distance Learning format.  This format may be Web based or compressed video.  In an effort to ensure quality and equality with the corresponding “traditional” course, the following practices and procedures will apply:

1. The definition of an electronic course is any course where 80+% of the content is delivered online or in an electronic format.

2. The content of the Distance Learning course will belong to the developer unless a stipend was paid for its development.  If a stipend was paid, the course will be shared between the developer and the University.

3. In order to achieve effective teaching and learning, it is recommended that an online course does not exceed a maximum number of 25 students. For graduate courses, the recommendation is 15 students.
4. The payment for a faculty member to teach an online course would be part of the normal work load of that instructor or as an overload. The online instructor would receive an overload stipend of $100 per student with a maximum of $3,500. This decision would be made by the appropriate department head and approved by the academic dean of that college.
5. Students enrolled in an Internet course are required to pay a $50 laboratory fee that goes towards the instructor’s salary.
6. Faculty who wish to offer a distance-learning course must first consult with their    department heads.  If this is a new course, the instructor must fill out a “Request for the Distance Learning Delivery of a New Course” form and have it approved by Courses and Curricula. If the course is an existing course on campus, the instructor must fill out a “Request for the Distance Learning Delivery of an Existing Course”. This course does not have to be approved by Courses and Curricula, but by the VP of Academic Affairs to ensure that it meets SACS requirements.
7. Students enrolled in distance learning course(s) must adhere to the same   withdrawal and refund policies as student enrolled in regular courses.  

8. Instructors who require students to take exams in a face-to-face manner must make arrangements with remote students to be tested at the nearest regionally accredited college or university, or Education office or a military base (military personnel) or at an American University or American Embassy (international students).  The Exam Administrator Information Form must be attached to all syllabi sent to such students.  
9. Online course sections will be open to all students to register for and would follow the same procedures as the traditional university courses. Instructors who wish to control the access to their online course would need to make a request with their department head to stop open-enrollment.  Departments have the discretion of exercising controls on access to online courses based on course criteria, history, and level.
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