










CSN- Distance Education Standards and Guidelines

2. Each depmtment is responsible for identifying and assigning faculty, full-time and/or part-time, to teach
online courses.

C. Departmcnt DE Committec
I. Each Department involved in the development and/or delivery of online courscs will have a

Departmental DE Committee.
2. The Department DE Committee is composed of:

a. the Depmtment Chmr/Program Director or their designee.
b. 1-2 additional consenting iileulty members, selceted by the Department Chair/Program DIree[or,

experienced in the development and delivery of online courses and the guidelines and standards
defined in this doewnent.

c. if a department does not have qualified faculty members available to serve on the Department DE
Committee, a faculty member from another department or an instructional designcr shall be
invited to serve on thc committee.

d. additional members may be added to the DepaItment DE Committee at the diseretJon of the
Departmcnt ChairlProgram Director.

e. service on the Department DE Committee is considered college service, and is not eligible for a
stipend or release time.

3. The responsibilities of the Department DE Committec include:
a. development of a Department Online Course Rcvicw Rubric that assesscs the prescnee of effective

course design and delivery (this review may not inelude the evaluation of individual faculty
members or assessment of course content other than for purposcs specified in the C8N Distance
Education Policy). Thc Department Online Course Review Rubric must be approvcd by the
Department Chair/Program Director and Dean.

b. reVIewing newly developed online courses using the Department Online Course Review RUbric,
and either approving the course for scheduling or dcelining the course and providmg
recommendations to the course developer.

e. evaluation of existing departmental online courses, ineluding multiple sections of the same course,
using the Department Online COlITse Review Rubric.

d. making recommendations for COlITse revisions or removal when courses do not meet the standards
of thc Department Online Course Review Rubric

e. scrving as a resource to faculty members in the development and/or the dclivery of online eOlITses
when requested.

f. seIving as a resource to the Department Chair/Program Director and/or Dean in matters pertaining
to Distance Education.

g. approving or declining COlITse Revision Proposals and Course Revision Reviews (described in
Section Vll), and fiJrwanling approvcd fomls to the Dean or retuming dcclined fmms to thc
submitting faeultv member.

VI. Course Development and Delivery
A Course Development

Guided by program, department, and student needs, departments deteImine which courses will be
olTered in an online l()mlat. New online course development may be proposed by an individual iaculty
member, a Department ChairlPrograIn Director, a Dean, or the VPAA.

Development of online courses approved to meet program, department, or student need will be eligible
for a development stipend. Faculty members proposing development of a course that does not meet
program, department, or student needs may do so with the approval of the Department Chair/Program
Dircctor, but may not requcst a development stipcnd
1. Developmcnt of Courses Proposed by a Department.

a. Course Development Guidclines - The following guidelines apply to the development ofnew
online courses; they do not apply to the development of new online sections of existing online
courses.
1) A departmental course may be proposed by a faculty member, the Department ChairlProgram

Director, or the Dean.
2) If a course is proposed by a faculty member, the faculty member shall be considered the

subject matter expert (8ME). If a course is proposed by the Department Chair/Program
Director or Dean, a consenting faculty member will be selected to serve as the 8ME.
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3) The SME is responsible for course development, including:
a) creating Course Lcaming Objectives for a new course.
b) utilizing cunent Course Learning Objectives on file, if available, for an existing course in

the develop of the course for online delivery
c) if Course Learning Objectives are not on file for an existing traditional course, the SME

will create (in cooperation with other full time faculty who teach the existing course) the
COlITse Learning Objectives for the course.

d) creating course content.
e) obtaining approved copyright permissions and clearance for all multimedia that will be

used when required.
f) utilizing the Department Online Course Review rubric in course development.

4) It is expected that online courses will have the same Course Learning Objectives and level of
rigor as equivalent traditional courses.

5) Faculty members may request the help of an instructional designer in developing or revising an
online course.

6) All new online courses must be reviewed and approved by the Department DE Committee once
development is complete, and prior to scheduling.

7) Any course that has not been previously approved by the Cuniculum Committee must go
through all CSN CuniculLUl1 approval proccdures prior to a request for online development.

8) Faculty desiring to experiment with course development may request a course shell from OTS
without submitting a course development proposal.

b. Course Development Procedure - The following procedures for course development apply to new
online courses being developed with or without a stipend request. These procedures do not apply
to development of new online sections of an existing online course Faculty members teaching
different sections of an existing online course may develop their section of the course
independently using the existing Course Learning Objectives and the Department Online Course
Review Rubric as a guide.
I) SME submits Distance Education Course Development Proposal form to the Department

ChairlProgram Director.
2) Department ChairlProgram Director approves or denies the proposal. Approved proposals are

forwarded to the Dean, and denied proposals arc returned to the SME.
3) Dean approves or denies the proposal and returns the proposal to the Department Chair and

SME.
4) If the course was approved, the SME requests a Course Shell from OTS, or utilizes a

previously obtained experimental shell.
5) If a stipcnd is bcing requcstcd, the SME submits the Distance Education COlITse Development

Compensation Agreement to the DEO.
6) SME develops the course.
7) If a stipend is requested, the course must be developed in the CSN-accepted LMS.
8) SME submits the completed course and the New Distance Education Course Review form to

the Department DE Committee for review.
9) Department DE Committee either approves the course, or makes recommendations to the SME

for changes to the course. If a stipend is requested for course development, the Department
DE Committee will use the QM rubric as a guide in reviewing the course. If a stipend is not
requested, the Department DE Committee will use the Department Course Review rubric as a
guide.

10) If the course is approved, the Department DE Committee forwards the New Distance
Education Course Review fornl to the Department Chair/Program Director and Dean fix
notification.

11) If a stipend is requested, the Dean submits the approved New Distance Education Course
Review to the DEO for stipend payment.

12) Approved courses can be scheduled for inclusion in the next Class Schedule.
c. J'::-.:ecptions to the Course Development Procedure require approval of the Department

ChairlProgram Director and the Dean.
2. Development of Courses ProposedlReqllested by the VPAA.

a. The VPAA may request that a comse be developed by a department.
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b. Departments may decline development of a course for academic reasons.
c. If the department is dcvcloping the course, a consenting faculty member will be selected to serve as

the Subject Matter Expert (SME)
d. If there are no qualified or interested faculty members, the department will work with the VI'AA to

facilitate course development.
e. Courses requested for development by the VPAA may follow the same procedure as outlined for

courses proposed by a department or, with departmental consent, may proceed as detennined bv
the VPi\!\

3. Course Development Compensation
a. The payment of course development stipends will follow the guidelines outlined in the CSN

Distance Education Compensation Schedule.
b. The stipend schedule will be evaluated on an annual basis so that the amount is comparable to the

adjunct instructor pay rate.
c. The rollowing conditions apply to receipt of compensation Lor the development of distance

delivered courses:
I) The faculty member will complete the Distance Education Course Development Compensation

Agreement prior to receiving compensation.
2) Distance Education course development compensation will occur during the first scmester that

thc course is taught and has a minimum cnrollmcnt of tcn students.
3) The Vice President of Academic Affairs can make a detenninalion to pay Distance Education

course development compensation without the minimum enrollment if the course was
developed to fill a need of the college.

d. Course Development Stipends are paid by the DEO.
c. All courses ror which a stipend is paid must use the accepted CSN-LMS and be approved with use

ofthc QM rubric
4. Course Developmcnt Stipends and Intellectual Property Rights.

The following statements are taken from the NSHE Board of Regents Handbook.
a. "Copyrightable works" shall include ... distance education courses or programmed instructional

materials.
b. "Work for Hire" is defined by the copyright laws of the United States ... as a work prepared by an

cmployee within the scopc of his or hcr cmployment.
c. It is the policy of the NSHE that all rights in copynght shall remain with the author/creator unless

the work is a work for hire ... is supported by a direct allocation of funds through the NSHE for
the pursuit of a specific project, is commissioned by the NSHE, is created with the significant use
ofNSHE administered resources, or is otherwise subject to contractual obligations

d. The NSI IE owns all rights, intellcctual and financial, in copyrightable works created in the course
of scholarly projects speciLlcally funded by NSHE sponsored agreements or other NSHE
funds ...except in those situation where the funds were specifically paid to support the development
of inventions or copyrightable works.

5. Multiple Online Sections.
a All courses for which a stipend is paid will be eligible to be taught by any qualified full-time or

part-time instructor assigned by the department.
b. Courses developed by a SME without compensation may be assigned to other qualified faculty

members only with the consent ofthe SME.
c. Multiple sections may be offered as needed to fill program or degree requirements, to meet student

dcmand, and within the limitations of qualified instructor availability.
d. Multiple sections of the same course taught by the same instructor may each be assigned a separate

COLlrsc shcll when it can be demonstratcd that the current I,MS supports synchronous changes to
all shells (including changes to all online course pages, exams, discussion group postings and
email notices). If this cannot be satisfactorily demonstrated, instmctors may choose to have all
sections of the same course assigned to one shell.

e. Full-time and/or part-time faculty members may customize different sections of the same course, as
long as thc Course Learning Objectivcs remain constant for all sections, and the Department
Course Review rubric is used as a guide. Customization of an existing course does not qualiLy ror
a development stipend and does not require submission of a Distance Education Course
Development Proposal.
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B. Courses NOT Acceptable for Online Development and/or Delivery.
Thc following types of courses mav not be otTcrcd:
1. Courses with e-mail only correspondence (syllabus is sent and assignments are receivcd)
2. Courses that are built while they are being taught.
3. Sections of the same DE course with insufficient emollment.
4. Courses that do not follow the developmental guidelines described in this document.
5. Courses that are designed and offered as complete courses by indcpendent publishers, unless approved

by the Dean. (This docs not apply to supplemental materials ojfcred by publishers to accompanv a
textbook).

6. Courses that do not follow the guidelines and procedures described in this document.
C. Course Delivery.

I. It is recommended that all online courses be delivered in the accepted LMS Faculty choosing to deliver
a coursc in a different LMS will not have access to CSN LMS-specific support. Faculty and students
using any dclivery method other than the CSN acccpted LMS/CMS will not bc supported by OTS and
the Help Desk. All other non-LMS-specific support services will be available.

2. Course Administration
a. Departments are responsible for offering and staffing all online courses within their discipline.
b. Departmcnts should be responsive to the needs of online programs in scheduling adequate sections,

and within thc limitations of idcntifying and assigning qualified instnlctors.
c. If multiple sections of a course are taught by part-time instructors, the Department may choose to

assign a Lead Faculty to supervise and review these sections. Appropriatc release time may be
assigned to a Lead Faculty member for these responsibilities, depending on the resources of the
department and the number of sections being supervised.

3. The Department, or dcsignated Lead Faculty, is responsible for:
il. providing a Course oricntation ror all new part-time instructors.
b. evaluating all part-time instnlctors using the same procedures used to evaluate part-timc instructors

in a traditional class.
c. monitoring delivery of sections taught by part-time instnlctors to ensure quality (if the department

has chosen to allow course customization by part-time instructors) and effective instructor-student
interaction.

d. monitoring delivcry of scctions taught by part-time instructors to cnsurc thc standards and
guidelines in this document are being met.

e. checking and updating hyperlinks within the course every semester.
f. updating the course every 2-3 years, or more frequently when necessary, to ensure currency and

quality of content
g selecting methods of delivery and asscssmcnt that assure the integrity or student work

4. It is recommended that Lcad Facuity responsible for onlme courses:
a. work with an instructional designer to determine new technologies and information available to

improve the course.
b. attend applicable continuing education activities each acadcmic year to remain current in

instructional technology.
5. Thc institution is responsible for maintaining testing ccntcr locations and hours that supp011 studcnt

needs.
D. NSHE and CSN Policy.

All online courses will adhere to NSHE regulations and CSN Policies.

VII. Course Revisions and Updating
Course rcvision and updating is cxpccted of DE instructors just as it is cxpectcd of traditional coursc

instructors. Due to thc technological requirements inherent in DE courses, course revision and updating may go
beyond the normal scope of this task, and may be eligible for a Course Revision Stipend.
A. General Considerations.

I. A faculty member (designated SME, course developer, or Lead Faculty) may request compensation for
coursc rcvisions no morc than cvery two years, and only for extensive replaccment or rcvision of core
course content.

2. Facuity must have a Distance Education Course Revision Proposal approved BEFORE beginning any
course revisions for which a stipend is expected.
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3. Only one version of a course may be revised for a stipend. If one version of a course has received QM
approval, this version will be eligible for the revision stipend. If no version of the course has vet
received QM approval, only revisions done with the intent to qualify the course for QM approval will
be eligible for a revision stipend. In this case, the department chair will select one consenting faculty
member to revise the course.

4. Faculty members revising a course to customize it for their teaching style are not eligible for a revision
stipend and do not need to submit a Distance Education Course Revision Proposal.

B. Course Revisions qualilying as cxtensive rcplaeement or core eoursc content include, but arc not limited to:
1. incorporation of new technology into the course.
2. selection of a new textbook when this selection results in substantial revisions to core course content.
3. addition of significant new components to the course resulting in extensive replacement of core course

content.
C. Course Revisions considered part of nOill1al instruction and not eligible for compensation, include, but are

not limited to:
I. semester revisions to the Instructor sylla bus.
2. change of textbook edition and/or e-pack by the instructor or publisher.
3. course instructor change.
4. creation of additional course section.
5. updating hyperlinks
6. test bank updates.
7. rearrangement of course content.
8. selection of a new textbook when this selection does not result in extensive replacement of core course

content.
9. new version of LMS.

D. Procedure for Course Revisions - the following procedures apply only to faculty requesting a stipend II)!"
coursc revisions.
I. A faculty member submits a Distance Education Course Revision Proposal form to the Department DE

Committee.
2. The Department DE Committee forwards approved Distance Education Course Revision Proposals to

the Department ChairlProgram Director for approvaL or returns denied requests to the faculty member
with recommendations.

3. The Department ChairlProgram Director fOIwards approved Distance Education Course Revision
Proposals to the Dean, or returns denied proposals to the Department DE Committee with
recomme11dations.

4. The Dean forwards approved proposals to the DEO for infoilllation.
5. Tfthe request is approved, the faculty member proceeds to update thc course. Ifthc request was denied,

the faculty member may submit a new request.
6. When approved course revisions are complete, the faculty member will submit the revised course, along

with the Distance Education Course Revision Review form to the Department DE Committee.
7. The Department DE Committee reviews the revised course using the OIiginal revision proposal and QM

Rubric, and approves or denies the Distance Education Course Revision Review form.
8. Submission and forwarding of a Distance J~ducationCourse Revision ReVIew form ll)llows thc same

steps outlined for Distance Education Course Revision Proposal forms.
9. The Dean forwards approved Distance Education Course Revision Review fonns to the DEO for

infornlation and stipend payment.
10. Course Revision stipends are paid during the semester the revised course is taught.

VIll. Course Design and Presentation
A. Course Design and Presentation.

I. It is in the students' best interest for all courses to be logically structured and to follow consistent
navigation strategies. CCSN instructional designers are familiar with etlective template design, and
can help instructors in designing courses appropriately. For recommendations, see Appendix II.

2 All CSN online courses will conform to the same NSHE regulations, CSN policics, and Accreditation
standards that apply to traditional courses.

3. General Course Considerations.
a. Homepage Appearance
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I) Appearance of the Course Homepage is determined by the LMS.
2) The Course IIomcpagc shouhl be designed to provide access to all major course clements and

orgarnzer pages.
b. All text and graphics should comply with Section 504/508 ofthe Americans with Disabilities Act

(avoid blinking or animated icons; include link teAi).
c. Course Learning Objectives

I) All activities should be aligned to Course Learning Objectives
2) Jt is recommended that learning objectives/outcomes should be identified for each

topic/unit/module and learning activities should be clearly related to these objectives.
d. Learning Assessments.

1) All assessment activities should be closely tied to Course Learning Objectives.
2) It is the responsibility of faculty members and academic departments to assure the integrity of

student work
B. Copyright Law.

I. In consultation and with the support of the E-Learning Otlice, Faculty are responsible for identifying
copyrighted materials used in their course, citing the material appropriately and obtaining written
permission to use it in the Web environment prior to course construction when required. Permission
for use of materials must come from the media originator/copyright owner when required.

2. In order to prevent the liability of the instructor, an instructor who has a question on the application of
copyright should inquire of a member of the CSN Copyright Committee. The Copyright Committee
will ensure that an appropriate answer is provided in wTiting.

3. Creating original work/content is preferred, except in the case ofmultinledia resources. Original
development of animations, video, etc. can be very time-consuming and expensive Publisher
multimedia resources, when available, are preferred.

IX. Peer Course Review and Course Evaluation
CSN is committed to developing and maintaining quality online courses Online course review is a peer

review process designed to help course developers and instructors improve their online course in a supportive
environment. The course review process is NOT a course or instructor evaluation for use in tenure, promotion,
or any other employment application, and the Course Review report may not be used for these purposes. The
Course Review report will be kept with Department Courscflnstructional records, and will not be part of an
employee record.
A. Departmental Online Course Review.

1. Departments are responsible for monitoring the rigor and quality of their courses.
2. Each Department will use their Department Online Course Review Rubric in the course review process.
::;. Sec section V.A.1O for recommendations concerning development of the Department Online Course

Review Rubric.
4. If a department chooses to develop their 0\\11 rubric, the rubric must assess all areas of course quality

and delivery for which departments are responsible. The Department Online Course Review rubric
must be approved by the Department ChairlProgram Director and the Dean.

5. A Department Online Course Review Rubric will be specific in areas of assessment so that faculty will
know, after review of their course, what recommendations are appropriate and how the resulting
recommendations can be implemented.

6. Departmental course review will assess the effective delivery of online courses and the usc of accepted
Course Learning Obj ectives; course content is the purview of individual faculty members and is not
subject to departmental review except as described in the CSN Distance Education Policy.

7. Departments will work to review all of their existing online courses, including individual sections of the
same course. This may be an extensive project for many departments, and may be scheduled over an
extended period of tinle within the limitations of available faculty reviewers.

B. Quality Matters Course RevlCw.
1. CCSN has adopted the Quality Matters Rubric for the review of core courses selected by the VPAA,

Dean, and Department Chair to improve and assure the quality of online courses and programs.
2. All courses for which a course development or revision stipend has been paid will be eligible for a QM

review. Instmctors of these courses will participate in the QM review process.
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3. CCSN has chosen to train selected, consenting faculty members as QM Course reviewers. Participation
in QM coursc reviews shall bc considered college servicc, and is not eligible for release time or stipend
pavment.

4. The QM course review process:
a. is not mandatory for courses which have not received a development or revision stipend.
b. will be applied to a course for which a stipend has not been paid only with the instmctor's consent.
c. will provide the QM approval rating to courses which receive a passing score.
d. will be done according to QM procedures, availablc at ";LL-:'~.'-'.'.;

C. Student Evaluations
Online Course Student Evaluations will be made available to students in an online fOllilat by the DEO

for each online course every semester.

X Appendices
Appendix I - Quality Matters Course Revicw mbric.
Appendix II - Recommended Characteristics for Online Courses.
Appendix III - NWCCU Accreditation, Standard 2, Distance Education Requirements.

XI. Forms
A. New Online Course Development Proposal
B. New Online Course Review
C. Online Course Revision ProposaL
D. Online Course Revision Review.
£. QM Peer Course Review Request.
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APPENDIX I: Quality Matters Course Review Rubric

For the purpose ofthis electronic copy, please go to' \, \\
current rubric,

and click on "Rubric" to view the
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APPENDIX II: Rccommcndations for Onlinc Coursc Structurc

When this reference was prepared, CSN was in the process oftransitioillng from WebCT 4.1 CE to
BlackboardfWebCT 6.0 CE. It is intended as recommendations that can apply to most Learillng Management
Systems.

The following are intcmJcd to serve as rcwmmcndations only, and to provide a helpful guide to raculty developing
online courses.

I. Entry Page Contents.

A. It is recommended that an online coursc Homepage include these links:

1. Course information
2. Contents (course materials)
3. Communication (mail, discussion, chat, whiteboard)
4. Calendar (assists students in tying course tools together)
5. Asscssmcnts (assignmcnts, quizzcs, tests and gradcd activities)
6. Resources (references, shldent tools and support service)

B. At instructors' discretion, additional links may be added; research has shown that excessive links often tend
to overwhelm students and impede navigation. Regardless, links should be organized in a logical manner
with consistent use of icons as appropriate.

II. Organization.

A. Course Information

I. The following items arc rccommendcd content lor the Course InformatIOn page:
a. Instructor's Syllabus. This is the guideline for shldents that explains the delivery of the content.

Academic freedom applies to the methods and approaches chosen by the instructor to deliver any
fixed content within the syllabus. All syllabi must comply with CSN's Syllabus Policy document.

b. Expectations for minimum participation (logins per week, messages, etc.).
c. Dcscription of the main tools and sections used in the coursc.
d. Description of the nature of content delivery.
e. A statement encouraging students to make use ofthe CCSN Library (when applicable) with the

URL link.
f. A link to the CCSN Online WebCT training (when available).

2. Optional itcms ror thc Coursc lnli:mnation page might include:
a. Personal greeting from the instructor.
b. Description of a typical week's module's sequence of activities, responsibilities, and due dates from

the perspective of a shrdent.
c. List of directory information for classmates who agree to be listed.
d. Links to optional download software, sites, and utilities.

B. Content Considerations.

I. The instructor should develop a consistent method for delivering the contents ofthe course (i.e., html
documcnts or rich text files). Note: proprietary formats such as MS Word may be inaccessible to
students who havc not purchased this softwarc; PowerPoint may hc vicwcd viu frce vicwcr softwarc,
but these files are often inaccessible to vision-impaired students.

2. Recommended components for each Content Module page include:
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a. An upper text block or header image (banner graphic) that displays the title of that Module. Ex
Week I (or Chapter 6, or Critical Thinking Unit, etc)

b. Headings or Titles to mark major concepts within the module.
e. Indent collapse/expand relationships among contents.

C. Communication Tools.

J. If not already available through the horne page, this page should include thc f()l1owing minimum
components:
a. A descriptive header above the icons labeled appropriately.
b. Discussion or Bulletin Board link.
c. Email link.
d My Grades link.

2. Optional components for this page can include:
a. Chat link.
b. Whiteboard link.
c Student Homepagcs link.
d. My Progress link

Note: Synchronous activities must be optional for students in online classes. Use of synchronous
activities should be carefully weighed for all types of courses.

D. Calendar.

I. Although classIfied as a CommunicatIOn tool by many LMSs, the Calendar is a vital tool for online
learners. As such, a link to the Calendar should appear on the home page. When students who are
enrolled in multiple courses at CCSN can rely upon a standardized placement and use of the Calendar
tool, their ability to succeed in managing their time online will increase

2. Suggestions for optimizing the calendar include
a. Course content links (i.e., begin unit 1 today with link to unit 1).
b. Assignment/projecVlab report due dates.
c. Discussion open/close dates.
d. Exam or Quiz dates.
e. Virtual oIEce hours (if instructor opts to include these).
r Other important dates.
g. Color coding entries is useful if the LMS permits it.

E. Assessments

1. Extensive learning effectiveness research has demonstrated that multiple assessment modes and
methods allow instructors to 1()rm a more eompfete "tapestry" of student understanding, as opposed to
a "snapshot" that emerges with any single assessment device (test, quiz, paper, project, assignment,
etc.).

2. All of the following devices are recommended for faculty consideration. Use of each tool should always
1:1ll within the faculty member's and academic department's discretion., aligning with statcd course
learning objectives.
a. Assignment Tool (or organizer/single pages of assignments).
b. Online quizzes.
c. Self tests.
d. Surveys.
e. Student Presentations.
1'. Student Homepages.
g. External Links (i.e., to publisher-site quizzes or assignments).
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3. Assessment Guidelines
a. Content modules should contain frequent opportunities for sclf-assessment.
b. All assessment should be closely tied to learning objectives.
c. Procedures for submitting assignments and tests must be clearly explained.
d. The types of assessment tools used within a course are determined by the faculty member as

appropriate to the discipline.
e. Reasonable precautions should be taken to assure student identity and testing integrity.

F. Resources

1. Many courses provide a wide variety of supplementary tools that assist students in their online learning.
Publisher resources may also be available. When appropriate, the Resources organization should
include a direct link to the CCSN Library Home Page

2. Additional suggestions for helpful tools (if provided by the LMS) include:
a. Compile Tool.
b. Search Tool.
c. My Grades Tool (if not included elsewhere).
d. My Progress "1'001 (if not included elsewhcrc)
c. Glossary Tool.
f Student Tips Utility.
g. CD Rom Utility.
h. Links to outside, or publisher, resources.

III. Faculty Support

A. Instructional designers are available, by request, to assist faculty in course development and in the creation
of effective course design and content presentation.

B. Training sessions arc available through CAPE to assist faculty in development and delivery of online
courses.
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Appendix III: Northwest Commission on Colleges and Unive.·sities
Accreditation Standard 2: DE Requirements

Policy 2.6 Distance Delivery of Courses, Certificate, and Degree Programs
Introduction. This policy is intended to apply to the broadest possible definition of distance delivery of
instruction, including telecommunications technologies - audio, video, and computer-based technologies
- used for instruction in either live or stored modes. The degree program and credit courses mayor may
not be delivered exclusively via telecommunications; for example, the course may include a print
component and a degree program may include an on-campus requirement.

The existence of these requirements for instruction via telecommunications does not relieve an accredited
institution of the obligation to meet the standards, and policies of the Northwest
Commission on Colleges and Universities. The institution's programs with specialized accreditation meet
the same requirements when offered through distance delivery. Applicable institutional accreditation
standards and the Commission's substantive change policy apply regardless of when, where, or how
instruction takes place, or by whom taught.

Application of Requirements. These requirements are to be addressed in the periodic review - self-study
and peer evaluation - conducted for reaffirmation of accreditation by every accredited institution that
engages in distance delivery through telecommunications. For the institution that proposes to initiate
distance learning through telecommunications, these requirements will form the framework for a
substantive change review by the Commission.

Definition. Distance education is defined, for the purposes of accreditation review, as a formal educational
process in which the majority of the instruction occurs when student and instructor are not in the same
place. Instruction may be synchronous or asynchronous. Distance education may employ
correspondence study, or audio, video or electronically mediated technologies.

Institutions offering courses, certificate and degree programs at a distance for academic credit are
expected to address in their self-studies and/or proposals for institutional change (f'.q)lc,:~Lf-\:~

,~<;;J_~;ij;~iQi(§.(;i2'2!.2f2Q). The following requirements will be reviewed as appropriate by the Commission.

Requirements

Approval and Purpose

a. The institution's distance delivery programs have a clearly defined purpose congruent
with institutional mission and purposes.

b. Each program has been approved through established institutional program approval
mechanisms.

Curriculum and Instruction

c Programs provide for timely and appropriate interaction between students and faculty,
and among students

d. The institution's faculty assumes responsibility for and exercises oversight over
distance education, ensuring both the rigor of programs and the quality of instruction.

e. The institution ensures that the technology used is appropriate to the nature and objectives of
the programs.

f. The institution ensures the currency of materials, programs and courses.

g. The institution's distance education policies are clear concerning ownership of
materials, faculty compensation, copyright issues, and the utilization of revenue derived from

17



CSN- Distance Education Standards and Guidelines

the creation and production of software, telecourses or other media products.

h The institution provides appropriate faculty support services specifically related to
distance education.

i The institution provides appropriate training for faculty who teach in distance education
programs.

Library and Information Resources

j The institution ensures that students have access to and can effectively use appropriate library
resources.

k. The institution monitors whether students make appropriate use of learning resources.

L The institution provides laboratories, facilities, and equipment appropriate to the courses
or programs.

Faculty Support

m. Training is provided for faculty who teach via electronic delivery.

n. The institution has faculty support services specifically related to teaching via
electronic delivery.

Student Services

o The institution provides adequate access to the range of student services appropriate
to support the programs, including admissions, financial aid, academic advising, delivery of
course materials, and placement and counseling.

p. The institution provides an adequate means for resolving student complaints.

q. The institution provides to students advertising, recruiting and admissions information
that adequately and accurately represents the programs, requirements, and services available

r. The institution ensures that students admitted possess the knowledge and
equipment necessary to use the technology employed in the program, and provides aid to
students who are experiencing difficulty using the required technology.

Facilities and Finances

s. The institution possesses the equipment and technical expertise required for
distance education.

t The institution's long-range planning, budgeting, and policy development processes reflect the
facilities, staffing, equipment and other resources essential to the viability and effectiveness of
the distance education program.

Commitment to Support

u. The institution offering the program demonstrates a commitment to ongoing support,
both financial and technical, and to continuation of the program for a period sufficient to enable
enrolled students to complete the degree or certificate.

Evaluation and Assessment

v. The institution assesses student capability to succeed in distance education programs and
applies this information to admission and recruitment policies and decisions

w. The institution evaluates the educational effectiveness of its distance education
programs (including assessments of student learning outcomes, student retention, and student
satisfaction) to ensure comparability to campus-based programs.
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x. The institution ensures the integrity of student work and the credibility of the degrees and
credits it awards

Adopted 1996/Revised 1998
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