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I. Definitions


Face-to-Face Course, Traditional (F2FT) – Instruction is conducted in real time, with student(s) and faculty present in the same location. May
 use a course management system or web pages to post the syllabus and assignments. Scheduled face-to-face class sessions are not normally replaced with online activities. A course in which less than thirty percent (30%) 
may be taught in an online fashion.

Face-to-Face
 Course, Online (F2FO) – Instruction is conducted via the Internet in real time, with student(s) and faculty in different physical locations. May use web-conferencing software to hold class meetings. A course in which 100% of the course activities take place online. 

Re
mote Course, Online – Instruction is conducted via the Internet, with students and instructors working at separate times and in different physical locations. A course in which 100% of the course activities take place online.

Hybrid Course (Blended) – Instruction using a blend of traditional and online methods. Typically these courses are a mixture of online and face-to-face sessions; such sessions may or may not occur in real time. A course in which 30%-99% 
of the course activities take place online. 

Technology-Mediated Instruction 
– A course that uses some form of technology in its delivery. This could be a fully online course, a hybrid course, or a traditional course that uses a learning management system.

II. Preamble

Technology is changing quickly and influencing the development of new models of teaching and learning. At the same time, these new technologies are playing an increasingly important role in society. The purpose of this policy is to provide continuity in the quality and climate of the educational environment as we continue to incorporate online instruction into the mainstream of instruction at California State University San Marcos. This policy shall apply to all credit-bearing courses, course sections, and degree programs offered by California State University San Marcos. Nothing in this policy shall imply that online instruction is a preferred or required mode of instruction.

III. Principles for Online Instruction

A. Modes of Instruction

Mode of Instruction refers to the delivery method employed in an instructional setting and may vary from F2FT to fully online instruction. The Class Schedule shall clearly identify the Mode of Instruction through the use of footnotes and symbols or in other appropriate ways so that students have access to this information before enrolling in a course or program. For fully online classes, the Class Schedule shall also indicate whether the course has required meetings at specific times. For hybrid and fully online courses, the syllabus will indicate the dates and times of all required meetings.
B. Student Support, Rights, and Information

1. 
2. Students have the right to know the modes of delivery (including any on-campus meeting requirements
) and technological requirements of each course section, program, and degree offered by the University. Students will have access to this information before enrolling in a course section or program.
3. The Class Schedule shall notify students of any software and hardware requirements for participation in online courses and activities.
4. 
5. Students taking online course sections have the same basic privileges as other CSUSM students. Each student enrolled in an online course section or program shall be informed of required office hours, available instructional support, student services/advisers, library resources, and support services for students with disabilities.
6. Technical support consistent with that available to all other CSUSM students shall be made available to students in online course sections and programs.
7. 
C. Faculty Support, Rights and Responsibilities
1. Curricular Control

a. In accordance with the provisions of the CSU/CFA Collective Bargaining Agreement, faculty shall have the same control and ownership of the substantive and intellectual content of their online course-related materials that faculty have with respect to their face-to-face courses.
b. The
 most appropriate mode of instruction for degrees, programs, and courses is determined by the department faculty or academic unit faculty and not solely individual faculty members.
c. Faculty have a right to know, and department chairs and program directors have the responsibility to inform faculty, of the modes of delivery, including any on-campus meeting requirements, and technological requirements of relevant course sections, programs, or degrees offered by the department or the program. Faculty shall have access to this information before being assigned any course.
d. All
 courses, regardless of mode of instruction, are subject to the curricular approval and review procedures established at CSUSM. Special attention should be paid at the departmental and programmatic levels in order to comply with WASC Substantive Change requirements. See Section IV for more information.
2. Intellectual Property

a. In accordance with the CSUSM Intellectual Property Policy, faculty shall retain control and ownership over “traditional academic copyrightable works”. This control and ownership applies equally to online course materials as it does to those offered in a traditional classroom format.
b. Faculty shall follow the guidelines established by the CSU San Marcos Policy on Fair Use of Copyrighted Works for Education and Research.
3. Use of Outside Contractors to Provide Course Materials

a. The selection of course materials is in the purview of the faculty. The use of outside contractors for the purposes of delivering course content shall only be done with approval of individual departments or programs and the appropriate administrator.

b. No individual, program, or department shall agree in a contract with any private or public entity to deliver distance education courses or programs on behalf of the University without prior university approval. The University shall not enter into a contract with any private or public entity to deliver distance education courses or programs without the prior approval of the relevant department or program. Approvals shall follow established university procedures and policies.
c. Student records and work shall be subject to the same protection and expectations of confidentiality that are in effect for traditional modes of instruction even when delivered by an outside contractor. 
4. Class Size and Workload
a. Class size and faculty workload will be determined following university standards after consultation with the faculty member and the department
 chair, and must take into account the student learning outcomes and the level of interaction between faculty and students. All blended and online courses must provide for appropriate and personal interactions between faculty and students.
5. Faculty Training & Instructional Design Support

a. Because online instruction involves the use of technologies and teaching methods that require specialized training, the University shall offer training and support to faculty.
b. Any faculty member who teaches online shall have the opportunity to receive training in online instruction and is responsible for making use of university-offered resources and training. Ideally, development of course materials to offer a new online course should begin a semester in advance.
c. Each time a new or existing course section will be taught online, the instructor will contact Instructional Development Services within IITS to ensure that the course will be linked in the online course index and to allow time for technical support.
6. Accessibility
 
a. In accordance with the CSU Accessible Technology Initiative, accessible design will be incorporated into the creation of all new course sections with online components. Existing online course content will be made accessible as online materials are redesigned or modified or when a student with a disability enrolls in the course.

7. Evaluation and Assessment
a. Courses
 and programs should be held to the same standard regardless of the mode of instruction. Assessment of online and blended courses should be a regular part of the department’s assessment plan. Assessment should be based on achievement of student learning outcomes and not on the delivery technology.
b. Criteria for student success in online and hybrid course sections and programs shall be as rigorous and comprehensive as those used in classroom-based course sections, and these criteria shall be clearly communicated to students.
c. Faculty teaching a fully online course section will use the Student Evaluation of Instruction Form for Online Courses. 
d. Campus and department RTP performance evaluation processes should recognize and acknowledge that online instruction requires significant investment of time and energy on the part of the instructor. Access to online course content is governed by the same procedures and restrictions that determine evaluator access to face-to-face courses.
8. Tenure
 Track and Contingent Faculty

a. Tenure track faculty are the primary custodians of the curriculum and are essential to the academic integrity of programs, including those offered with hybrid or fully online modes of instruction. Within a program, the ratio of tenure track to contingent faculty teaching hybrid or fully online courses shall be commensurate with the ratio for traditional mode courses.
9. Faculty Office Hours and Availability

a. The methods and frequency of office hours, virtual or in-person, will be clearly communicated to students and determined by university policy and procedures. Faculty shall clearly indicate specific office hours and provide timely responses to student questions.

b. All course sections that are offered solely or partially through online instruction shall provide the opportunity for appropriate and timely interactions between faculty and students and among students.

10. Academic Integrity

a. Faculty shall hold students enrolled in online or hybrid course sections to the same academic regulations applicable to students enrolled in traditional CSUSM course sections. Academic standards regarding cheating, plagiarism
, and appropriate behavior shall be clearly communicated to students in online and hybrid course sections and programs. [For example, see Academic Honesty Policy.]
11. Hosting of Class Material

a. All online and hybrid courses listed in the Class Schedule shall normally be hosted on California State University servers or other servers approved by the Dean of IITS and Chief Information Officer.
12. Syllabi

(i) Any course section that uses online instruction shall indicate so in the course syllabus. In addition to information specified in the Syllabus Guidelines, the following information is recommended to be included in course syllabi for online and hybrid course sections:
(ii) 
(iii) 
(iv) 
(v) 
(vi) 
(vii) 
(viii) 
(ix) 
(x) 
(xi) 
(xii) 
(xiii) 
(xiv) 
(xv) Prerequisite technical competencies expected or required of the student;
(xvi) Contact information for technical assistance;
(xvii)  Course requirements for participation (e.g., participation in chat sessions, frequency of web access, postings, etc.);
(xviii)  Statement on how the course complies with the campus Credit Hour policy;
(xix) Instructor contact information [faculty teaching a fully online course section must have a regularly scheduled office hour during which they are available through an on-line technology appropriate to the course (on-line discussion group, telephone, web chat, Skype, etc.), and / or be available by appointment];
(xx) On-campus meeting requirements, if applicable.
13. 
IV. Approval of Online and Technology-Mediated 
Courses and Degree Programs

A. New Online and Technology-Mediated [OTM] Degree Programs

New OTM
 degree programs or program modifications (including majors, minors, options, certificates, and subject matter preparation programs) shall be reviewed in accordance with the usual Program Proposal process. Any department or program that proposes a program in which fifty percent (50%) or more of the required courses in the major are offered online shall be required to meet Western Association of Schools and Colleges (WASC) substantive change requirements.
 The campus WASC Accreditation Liaison Officer (ALO) shall work with such departments or programs on the Substantive Change proposal.
B. New Online Courses

New online courses are approved through the regular curriculum review process, following the same process as any new course. Departments and/or programs are responsible for tracking required courses in the major to ensure that fifty percent (50%) or more will not be offered through OTM unless the department is intentional about wanting to create an online degree program.
C. Converting Existing Courses or Sections to an Online Format

In the case of existing courses, approval for the use of online instruction is within the purview of the department and/or program, subject to the principles set forth in this Policy. Consultation with the department and/or program is expected to ensure programmatic concepts are maintained. Departments will be encouraged to develop individual policies regarding the process for determining which courses or sections will be offered in an online or hybrid format. 

Departments and/or programs are responsible for tracking course conversions to ensure that fifty percent (50%) or more will not be offered through OTM, unless the department is intentional about wanting to transition to an online degree program. Note that for undergraduate programs, the fifty percent (50%) rule applies only to the program hours in the major, not the total hours it takes to graduate with a degree. Departments and/or programs need to consult with the campus WASC Accreditation Liaison Officer (ALO) to ensure that the university is in compliance with WASC reporting requirements.

D. Compliance of Existing Online Courses and Sections

Extant courses or sections that fit the definition of an online or hybrid course, but do not comply with this policy and have not received the appropriate approvals required by this policy, shall not be offered until such courses are brought into compliance.  The responsibility for ensuring compliance with this policy rests with the deans of the various colleges.

V. Requirement of Computer Use


� See: http://www.wascweb.org





�Deleted “asynchronous” and “synchronous” since these terms are being deprecated at the ASCSU level (see proposed resolution regarding "Designation and Compilation of Online Course Modalities".)


�Incorporated web-facilitated course. There are not many courses which do not utilize some form of technology to deliver course content.


�This number is from our current policy, but seems rather high to me. Should we lower it to 20% (would mirror CSU Chico)?


��Including per ASCSU resolution





�Including per ASCSU resolution


�This range seems too broad. Maybe 20% traditional, 20-80 hybrid, 80-100 online?


�WASC language. See: � HYPERLINK "http://www.wascsenior.org/content/distance-education-and-technology-mediated-instruction-policy" �http://www.wascsenior.org/content/distance-education-and-technology-mediated-instruction-policy�





Question of whether or not this should be included in the definitions, or if it is ok to define within Section IV


�Taken from CSU Chico policy


�Also need to include info about testing, proctoring and online exams


��Taken from CSU Chico proposed policy





�From CSU Chico / ASCSU White paper


�Included in accordance with CSU online ed white paper


�CSU Chico, complies with CSU Online Ed white paper


�ASCSU white paper recommends including the following: “Not all students may be able to learn adequately in an online setting. The policy should consider whether a student who is not in an online program will be able to take a required class in a traditional format.”


���How will this be monitored? I think this may need more explanation for people; for instance, many may wonder how they are supposed to incorporate accessible design.





�From white paper on online ed


�Included per white paper / CSU Chico


�Online tests and proctoring


�WASC language


�Regina and David – feedback on WASC rules?


�Referral from VB re: proctoring and computer use requirements in courses





