Center For Distance Education
Purpose:
To define the role, responsibilities, and authority of the Center for Distance Education in the coordination, planning, and implementation of distance education, on-line, and other courses whose presentation is mediated through various means to off-campus sites.

Governance:
Academic Administration

History:
Approved by Provost 4/8/2008
Policy:

The Center for Distance Education exists to facilitate, promote and coordinate the creation and delivery of high quality distance education opportunities for students served by the University. Distance Education is defined as off-campus instruction for academic credit (whether face-to-face, electronically mediated, or a combination of methodologies), where students cannot or do not access campus resources.

The Vice Chancellor for Academic Affairs and Provost “is responsible for all academic programs” (1.3.2. Faculty Handbook). Consequently, the Provost is responsible for the approval of the Distance Education curriculum and has the authority to approve the use and allocation of campus resources that support these academic functions. 


The Center advises the Vice Chancellor for Academic Affairs and Provost on matters related to Distance Education. Therefore, all departments will coordinate their programming for Distance Education courses with the Center as specified in the following guidelines.

The Center for Distance Education
of

The University of Tennessee at Chattanooga
– Guiding Principles –
Purpose

The Center for Distance Education exists to facilitate and promote the creation and delivery of high quality Distance Education opportunities for students served by the University. 

Definition

Distance Education is defined as off-campus instruction for academic credit (whether face-to face, electronically mediated, or a combination of methodologies), where students cannot access campus resources.
Clarifications

· off-campus
taking place outside of the Chattanooga Metropolitan area (defined as more than 25 miles from the UTC Campus).

· instruction
all activities connected with the operation of the course, including but not limited to lectures, discussions, group activities, audio/visual materials, readings, homework exercises, writing papers or essays or journals, laboratory assignments and experiments, library activities, and help sessions.
· academic credit
where completion of the unit of instruction causes a permanent record to be recorded in the UTC records office. 

· students
individuals registered with UTC or at UTC through some other organization that has a formal relationship with UTC. Students are expected to be qualified and motivated to complete the course, and to possess the technical knowledge and equipment needed by the methodology used in the course.
· cannot access
where students cannot in a timely fashion without extraordinary travel or time arrangements make use of campus resources.
· campus resources
resources provided to students registered at UTC by or through the Institution, including but not limited to physical Library resources, computer labs, faculty, department head and staff, student services, hands-on labs, and field trips.
The functions of the Center are:

· To ensure compliance with the Southern Association of Colleges and Schools core requirements and comprehensive standards listed in the Principles of Accreditation. 

· To make recommendations to the Provost regarding:

· technical and personnel resources required to provide Distance Education courses and program of study;

· requests from academic departments/programs to offer Distance Education courses and programs of study; 

· proposed use of Distance Education resources by non-instructional divisions of the University;

· proposed institutional agreements that may directly or indirectly use Distance Education resources.

· Maintain records related to Distance Education activities.

· Ensure compliance with Federal, State, and local regulations.

· Ensure compliance with University policies and guidelines.

· To coordinate, facilitate, and otherwise support:

· training for faculty to appropriately and effectively teach distance learning courses;

· assessment of distance learning courses and programs of study;

· provision of resources necessary to offer Distance Education courses;

· advisement of prospective students who wish to enroll in Distance Education courses;

· assistance for students enrolled in Distance Education courses.

· To promote the Distance Education program to potential students.

Administrative Structure


The Center for Distance Education will be housed in the Division of Continuing Education and under the supervision of Director of Continuing Education or the Director’s designee. The individual assigned to supervise the Center will hold a doctorate in a discipline appropriate to the purpose of Continuing Education.

The supervisor will perform the functions of the Center with direct and regular consultation from the director of Adult Services, the director of The Academic Research Computer Services, the Information Technology office, and the director of the Walker Teaching Resource Center. The supervisor of the Center shall report to the Provost or the Provost’s designee. 

Scope of Authority


The principles presented here represent the best practices that academic departments/programs should follow for the design and implementation of distance learning experiences. These policies represent an interpretation of UT System and UTC policies and regulations as they apply to Distance Education.


The Vice Chancellor for Academic Affairs and Provost “is responsible for all academic programs.” (1.3.2. Faculty Handbook). Consequently, the Provost is responsible for the approval of the Distance Education curriculum and has the authority to approve the use and allocation of campus resources that support these academic functions.

– Guiding Principles –

Goals of Distance Education

· Distance Education courses offered by The University of Tennessee at Chattanooga shall:

· be equal in quality and rigor to offerings provided through traditionally taught courses,

· be regularly assessed to afford quality assurance and enhancement,

· support the mission of The University of Tennessee at Chattanooga as a state-supported institution of higher education,

· make appropriate and effective use of available technology, 
· make appropriate and effective use of pedagogical techniques,

· be a cost effective mechanism that supports student learning.

Principles for the Selection and Continuance of Distance Education Courses and Programs of Study

· There should be documented and adequate student demand for the courses or programs of study to warrant the expense of their design and implementation.

· The academic department should demonstrate a long-term commitment to the Distance Education courses and programs of study, including broad based support from the department’s faculty.

· Faculty teaching Distance Education courses should agree to receive regular training to ensure they provide appropriate and effective Distance Education environments to promote student learning.

· The Provost reviews the cost effectiveness of Distance Education courses and programs of study.

· The Provost uses the results of course assessment, departmental review, and other objective information to determine whether departments may continue to provide specific Distance Education courses and programs of study.

Internal Guidelines

for

The Center for Distance Education

1. Enrollment in and payment for Distance Education Courses

· All students admitted to UTC may enroll in Distance Education and on-campus courses.

· Students shall pay full fees for all Distance Education courses regardless of the number of schedule credit hours for which the students has enrolled.

· Students classified as residents of the state of Tennessee shall enroll in distance education course at UTC. Students classified as nonresidents shall enroll through UT-On-Line. 
2. Scope of Distance Education Guidelines
2.1. Unless otherwise specified in the following, all University regulations specified in the Course Catalog, Faculty Handbook, and Student Handbook shall apply equally to courses classified as traditional or Distance Education.

2.2. The guidelines listed herein reinforce current University policies and address matters unique to the administration of Distance Education.

3. Distance Education Council

3.1. The Distance Education Council shall advise the Center for Distance Education supervisor on matters related to the operation and quality of the Distance Education program. These matters include, but are not limited to, provision of faculty training and support, maintenance of equipment and available resources, marketing the program, seeking grant support for the program, assessment of Distance Education quality, and qualifications of faculty who may teach Distance Education courses. 

3.2. The Council shall advise the Provost regarding proposals from academic departments to offer Distance Education courses and programs of study. The Council shall also advise the Provost regarding requests to use Distance Education resources.

3.3. The Council shall advise Chancellor and Provost regarding proposed institutional agreements that may directly or indirectly use resources supporting Distance Education.

3.4. The Distance Education Council shall be comprised of: (a) the supervisor of the Center for Distance Education, who will act as the Council’s chair, (b) the director of the Academic Research Computer Services, (c) the director of the Walker Teaching Resource Center, (d) and two faculty who are appointed by the Provost and experienced in the teaching of Distance Education courses.

3.5. The Distance Education Council shall be responsible for collecting and retaining records reflecting Distance Education activities. Such records shall include, but not be limited to: (a) policies governing Distance Education; (b) proposals to create Distance Education courses and programs of study; (c) contracts; memoranda of agreement, or other institutional agreements governing the development and implementation of Distance Education courses or programs of study, and the use of Distance Education resources; (d) THEC classification of courses; (e) documentation of faculty training; (f) course enrollments, (g) course evaluations; (h) assessment of Distance Education courses or programs of study and regular program reviews; (i) student, faculty, and alumni surveys; (j) student complaints; (k) history of Distance Education course delivery; (l) use of resources; and (m) reports of expenses and revenue. 

4. General Attributes of Distance Education Courses and Programs of Study
4.1. Academic departments/programs should demonstrate that there is ample demand for the course(s) to justify the development of the Distance Education coursework.

4.2. Academic departments/programs should demonstrate their resolve to provide sustained support for a program of study (e.g., major, minor, certificate, general education) to ensure that students can complete the program.

4.2.1. Academic departments/programs should demonstrate that students will receive appropriate and effective advisement.

4.2.2. Academic departments/programs should demonstrate that faculty will participate in regular training regarding the appropriate and effective design and implementation of Distance Education courses.

4.3. Distance Education courses and programs of study should meet the following criteria:

4.3.1. Fit within the mission of the University and the academic departments/programs offering the courses.

4.3.2. Remain cost effective.

4.3.3. Be an appropriate learning environment for the characteristics of the students likely to enroll in the courses.

4.4. Academic departments/programs will be responsible for selecting courses and programs of study to be classified as Distance Education, and whether the courses and programs of study will also be provided on-campus. 

4.5. Academic department/programs will retain responsibility for and control of course content, faculty selection, admission if required of the program of study, and other matters related to the academic quality of the courses. 

4.6. Degree requirements for Distance Education programs of study will be consistent with those for comparable on-campus programs.

4.7. Students may use Distance Education courses to fulfill the completion of degree requirements and to satisfy the University’s residency requirements. (note: policy may change depending on who is allowed to enroll in DE).
4.8. Admission policies for Distance Education courses and programs of study will be consistent with those for similar on-campus programs as specified in the Undergraduate and Graduate Catalogs. Enrollment eligibility for individual courses will reflect published requirements (e.g., academic prerequisites and technology requirements). 

4.9. The size of Distance Education classes should be consistent with the demands of the course, instructional strategies, the objectives of the course, and the available resources.

5. Approval of Distance Education Courses and Programs of Study
5.1. Academic departments/program and other instructional units wishing to create Distance Education opportunities should submit a prospectus to the Provost describing the proposed courses. The Distance Education Council may create an application form that defines the minimal components of the prospectus.

5.2. The Distance Education Council advises the Provost regarding departmental requests to implement Distance Education courses and programs of study. The Provost grants final approval to departments to offer Distance Education courses and programs of study. 

5.2.1. The Distance Education Council will review any prospectus that includes new courses and programs of study that will be classified as Distance Education before the prospectus is submitted to the Curriculum Committee, General Education Committee, or Graduate Council for review. 

5.2.2. Courses and programs of study currently approved for the academic catalog do not require additional approval from the faculty senate or its committees to be taught as Distance Education offerings.

5.3. The Distance Education Council reviews each semester’s proposed course schedule and advises the Provost regarding potential conflicting demands for limited Distance Education resources.

5.4. Each course to be offered as a Distance Education course must be classified with the proper THEC reporting code and reported to The Distance Education Council.

5.5. Noncredit courses and certificate programs will be approved within the policies established for Continuing Education.

5.6. All Distance Education courses and programs of study must be prominently identified as an offering of The University of Tennessee at Chattanooga.

6. Assessing Quality Education

6.1. Each academic department/program will provide a retrospective evaluation of its Distance Education courses as a part of the department’s five-year or periodic accreditation review. This evaluation shall consist of the following:

6.1.1. Evidence of sufficient student demand for courses and cost effectiveness of the courses over the period of review.

6.1.2. Evidence of equivalence of content, rigor, and standards for Distance Education courses and traditionally taught courses over the period of review.

6.1.3. Evidence of student achievement over the period of review.

6.1.4. Evidence of student satisfaction over the period of review.

6.1.5. Evidence of faculty satisfaction with course delivery support services over the period of review.

6.1.6. Faculty teaching Distance Education courses may be asked to present their course materials for review and evaluation.

7. Course Evaluation

7.1. Students enrolled in each Distance Education course will have the opportunity to complete a course evaluation survey at the end of the semester.

7.2. The Distance Education Council shall create suitable Distance Education course evaluations to be used with all Distance Education courses and in conjunction with the survey created by the Student Rating of Faculty Instruction Committee.

8. Compliance with University, State, and Federal Regulations 
8.1. Faculty teaching Distance Education courses will comply with current copyright regulations and product licenses as they apply to Distance Education and the method of course delivery (e.g. Internet, ITV, broadcast TV, and other electronic delivery methods). The Distance Education Council will be responsible for resolving questions regarding the use of copyrighted and licensed materials for Distance Education courses.
8.2. All faculty teaching Distance Education courses will comply with all Federal Education Right to Privacy Act regulations governing student information or material transmitted over Distance Education networks. The Registrar will be responsible for establishing best practices and for resolving questions regarding these regulations.

8.3. All faculty teaching Distance Education courses will comply with University regulations regarding the provision of reasonable accommodations for students with a learning disability. The manager of the Office for Students with Disabilities will facilitate efforts to identify reasonable accommodations for students with disabilities.

8.4. All faculty teaching Distance Education courses will comply with all stated University research policies, such as those governing human, drug, and animal research.
9. Assignment to Teach Distance Education Courses, Teaching Load, and Compensation

9.1. Academic departments/programs that have elected to offer Distance Education courses and programs of study may identify the instructors of the courses. Departments should select instructors according to willingness and availability to teach the courses, knowledge of the topics reviewed in the course, and training or experience in teaching Distance Education courses. Instructors of Distance Education courses should receive regular training recommended by the Distance Education Council. Instructors of graduate-level courses and programs of study may require additional approval from the Graduate Council. 

9.2. Faculty assigned to teach Distance Education courses should receive sufficient training and lead time to prepare the course. As circumstances warrant, the department may provide the instructor a course load reduction to facilitate course preparation. The department and Provost should also provide adequate resources to purchase materials needed for the preparation of the course.

9.3. Departments offering Distance Education courses are encouraged to modify their EDO policies to recognize faculty development and teaching of Distance Education courses.

9.4. Teaching a Distance Education course shall be considered a part of the individual’s teaching load and in keeping with the common practices of the department, college, and University.

9.5. Faculty are not entitled to receive additional compensation or load reduction for teaching a Distance Education course except under special circumstances that have been approved by the department head, academic dean, and provost.

10. Intellectual Property of Distance Education Courses

10.1. The University of Tennessee at Chattanooga will comply with the UT System policy regarding patents, copyrights, and other intellectual property. The purpose of this section is to clarify matters that may be open to interpretation.

10.2. Sponsored Research, Extension, and Public Service Agreements: The University considers sponsored work to include contractual agreements made between the University and a third party to provide sponsored research or other services. Examples of sponsored research include grants and contracts received from Federal, State, or local governmental agencies and nongovernmental agencies entering into a contract with the University for specific services. The University may also contract with faculty to develop Distance Education courses and programs of study on a pay-for-hire basis.  

10.2.1. The University may classify several of its internal grant opportunities as sponsored research. These agreements will be clearly delineated in the request for proposals and specified in the agreements reached between the University and the faculty receiving the grant.

10.2.2. Faculty teaching Distance Education courses retain the right to take credit for their creative contributions; reproduce the work for their instructional purposes; and incorporate the work in future scholarly works. 
10.3. With Substantial use of Funds or Facilities: The Provost, through a Memorandum of Agreement (MOA), may approve the use of Universtiy resources for their development and implementation of Distance Education courses. Such a MOA will constitute substantial use of funds or facilities. The MOA will clearly delineate matters of copyright and the use of course materials.     

10.4. Without Substantial use of Funds or Facilities: For the purpose of these guidelines, the University’s issuance of resources for the development of Distance Education courses (e.g., load reductions and minor development funds) does not constitute a basis for University ownership or copyright of Distance Education course materials. Absence of a formal agreement (contract or MOA) regarding use of funds or facilities shall establish the condition for “without substantial use”.

10.4.1. Faculty teaching Distance Education courses should assume ongoing ownership of their Distance Education course materials and any published work resulting from the development of these materials even if they received released time or compensation for the development of these materials. The University’s involvement in supplying resources for the delivery of Distance Education does not constitute a basis for University ownership of Distance Education course materials unless otherwise stipulated.
10.4.2. Faculty teaching Distance Education courses retain the right and responsibility to revise course materials to reflect course assessment, changes in pedagogical philosophy, advances in the discipline, and other matters that warrant course revision. 

10.4.3. The University may not use or distribute materials that an individual faculty member has developed for Distance Education courses without that individual’s expressed permission.

10.4.4. While a member of the faculty is an employee of the University he or she may not distribute the course materials through other means deemed to conflict with the financial interests of the University.

10.4.5. Faculty may receive royalties and other financial compensation from the commercial sale of course materials developed for a Distance Education course (e.g., textbook). 

10.5. The University will exercise reasonable efforts to protect the intellectual property rights of faculty-developed Distance Education course materials.

11. Campus Services
11.1. Admissions: Students who seek admission into the University to enroll in Distance Education offerings shall follow the admissions procedures defined by the University.
11.1.1. Students currently admitted to the University do not require additional admission to enroll in Distance Education courses.

11.1.1.1. Specific limitations apply to students classified as foreign or international students. Enrollment of foreign students in Distance Education courses must be completed in coordination with the International Student Advisor.
11.1.2. The Center for Distance Education may provide prospective students with information to help the students enroll in Distance Education courses. The Counsel will also inform prospective students of the resources necessary to participate in Distance Education courses.

11.1.3. Upon admission, the student will receive a student account that will provide the student access to e-mail, on-line campus services, the library, and limited access to other campus resources.

11.2. Bookstore: All students enrolled in Distance Education courses may access the bookstore during its posted hours. Students may also purchase course materials from the bookstore’s on-line services. The student will be responsible for the shipping expense of materials sent by a common carrier.

11.3. Financial Aid: All students enrolled in Distance Education courses may apply for financial aid as controlled by Federal, State, and local regulations. 
11.3.1. Students may seek financial aid counseling through face-to-face, telephone, or asynchronous conferences.
11.4. Library: All students enrolled in Distance Education courses are entitled access to normal library services.
11.4.1. The library shall be open to all students enrolled in Distance Education courses during posted hours.
11.5. Registration: Students wishing to enroll in Distance Education courses are entitled to use the on-line registration systems maintained by the Office of Records and Registration.
11.5.1. The student is responsible for seeking academic advisement from his or her advisor prior to registration.

11.5.2. The student is responsible for obtaining any necessary permission to enroll in a course.

11.6. Tutoring: Students enrolled in Distance Education courses are eligible to receive reasonable access to tutoring services. 

The Commission on Colleges

Southern Association of Colleges and Schools

1866 Southern Lane

Decatur, Georgia 30033-4097

DISTANCE EDUCATION

- Policy Statement –

Definition of Distance Education

For the purposes of the Commission’s accreditation review, Distance Education is defined as a formal educational process in which the majority of the instruction (interaction between students and instructors and among students) in a course occurs when students and instructors are not in the same place. Instruction may be synchronous or asynchronous. A Distance Education course may employ correspondence study, or audio, video, or computer technologies.

Policy

Institutions must ensure that their Distance Education courses and programs comply with the Principles of Accreditation. The referencing of the particular requirements listed in this policy does not imply that they are the only requirements of the Principles that apply to Distance Education. This policy applies to degree and certificate programs and their courses.

Curriculum and Instruction

1. Programs and courses provide for timely and appropriate interaction between students and faculty and among students. (CS 3.4.5)

2. The faculty assumes responsibility for and exercises oversight of Distance Education, ensuring both the rigor of programs and the quality of instruction. (CS 3.4.1 and CS 3.4.12)
3. The technology used is appropriate to the nature and objectives of the programs and courses and expectations concerning the use of such technology are clearly communicated to students. (CS 3.4.1.4)
4. There is currency of materials, programs, and courses. (CS 3.4.10) 

5. Distance Education policies are clear concerning ownership of materials, faculty compensation, copyright issues, and the use of revenue derived from the creation and production of software, telecourses, or other media products. (CS 3,2,14) 

6. Faculty support services are appropriate and specifically related to Distance Education. (CS 3.4.9)
7. Faculty who teach in Distance Education programs and courses receive appropriate training. (CS 3.7.3)
8. Admission and recruitment policies and decisions take into account the capability of students to succeed in Distance Education programs. (CS 3 .4.3)
9. Comparability of Distance Education programs to campus -based programs and courses is ensured by the evaluation of educational effectiveness, including assessments of student learning outcomes, student retention, and student satisfaction. (CS 3.4.1 and CS 3.3.1)
10. The integrity of student work and the credibility of degrees and credits are ensured. (CS 3.4.6 and CS 3.4.10)
Library and Learning Resources

1. Students have access to and can effectively use appropriate library resources. (CS 3.8.2)

2. Course requirements ensure that students make appropriate use of learning resources. (CS 3.8.2)

3. Access is provided to laboratories, facilities, and equipment appropriate to the courses or programs. (CS 3.2.8)

Student Services

1. Students have adequate access to the range of services appropriate to support the programs, including admissions, financial aid, academic advising, and delivery of course materials, and placement and counseling. (CR 2.10)

2. Students have an adequate procedure for resolving their complaints. (CS 4.5)

3. Advertising, recruiting, and admissions information adequately and accurately represent the programs, requirements, and services available to students. (Section 1, Integrity) Students enrolled in Distance Education courses are able to use the technology employed, have the equipment necessary to succeed, and are provided assistance in using the technology employed. (CS 3.4.14)

Facilities and Finances

1. Equipment and technical expertise required for Distance Education are available. (CS 3.4.14)

2. 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. (CS 3.3.1, CS 3.10.7, and CS 3.8.3)

� 	Adopted: Commission on Colleges, June 1997


	Revised for the Principles of Accreditation: Commission on Colleges, June 2003


� 	Citations refer to the Principles of Accreditation: Core Requirements (CR), Comprehensive Standards (CS), Integrity section, and Federal Requirements.








