DISTANCE EDUCATION COURSE POLICY

POLICY STATEMENT

This policy is intended to outline Chapman’s definition and procedures for courses offered in a
distance education modality.

REASON FOR THE POLICY

The Distance Education Course Policy ensures compliance with the standards of regulatory
bodies as they pertain to distance education courses. The policy also ensures practices are
aligned with Chapman’s approach to distance education.

POLICY

Chapman is authorized by the Western Association of Colleges and Schools (WASC) Senior
College and University Commission (WSCUC) to offer distance education courses.
Departments or programs wishing to offer courses in a distance education format must meet the
requirements of this policy and follow the procedures outlined which ensure compliance with
regulations set forth by the Department of Education and WSCUC.

This policy only applies to distance education courses as Chapman is not currently authorized
to offer programs in a distance education setting.

Distance Education Definition

Distance education is defined according to U.S. Department of Education regulations set forth in
34 CFR 600.2 and via WSCUC. In summary, distance education is instruction that:

1. Occurs synchronously or asynchronously with the instructor and students physically
separated.

2. Uses one or more technologies including the internet, audio and videoconferencing, or
other media.

3. Includes regular and substantive interaction (RSI) between the instructor and students.’

According to WSCUC, a course is a distance education offering if 50% or more of instructional
time occurs as specified above. Courses with 0-49% of instructional time using the methods
above are considered in person. The Department of Education only recognizes courses whose
instructional time is exclusively delivered as above as distance education.

Regulatory definitions do not recognize hybrid courses as a distinct category. However, there is
an institutional benefit to identifying in-person courses that may have a significant distance
educational element, as it allows for the establishment of protocols that support instructors and
students. As such, the following definitions apply to course modalities at Chapman:

* In Person. Courses occur exclusively or primarily in a face-to-face setting in a shared
physical location. Classes should be held on campus or at some other location

! All distance education courses must include regular and substantive interaction between the instructor and
students that is initiated by the instructor and is consistent with federal regulatory requirements. Such interaction
must be predictable, scheduled, and academically meaningful, and may include direct instruction, assessment and
feedback, facilitation of discussions, or other substantive engagement.
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appropriate for a special class or project. Up to 14% of instructional time may be
delivered via distance education as deemed appropriate and consistent with Chapter 5
of the Faculty Manual.

» Hybrid In Person. Courses occur in both a face-to-face setting in a shared physical
location and using distance education platforms. A total of 15-49% of instructional time is
via distance education. Requires distance educational approval and monitoring
processes, though not categorized as DE for regulatory purposes.

» Distance Education. Courses occur primarily in a distance education setting where the
instructor and students are physically separated. A total of 50% or more of instructional
time is via distance education.

o Online. Courses occur exclusively in a setting where the instructor and students
are physically separated. Non-instructional requirements, including orientation,
testing, and academic support services, do not apply when determining if a
course is online. Online courses are a subsection of distance education.

Courses designated as distance education or online may be exclusively or a combination of the
following:

» Asynchronous. Distance education elements are delivered without scheduled meeting
times.

* Synchronous. Distance education elements are delivered with live, scheduled meetings
that take place using technologies such as the internet, audio or video teleconferencing,
etc.

The policy and procedures herein apply to courses designated as Hybrid In Person (HY) and
Distance Education (DE).

Calculating the DE Threshold

To determine the classification of a course as in person, hybrid in person, distance education, or
online the total distance education hours should be divided by the total required direct
instruction contact hours (e.g., the number of hours a student would spend in a physical
classroom for a 100% in person course) necessary to meet the credit hour definition.

For example, a 3-credit course (45 direct instruction hours) would meet the modality definitions
using the following ranges:

HYBRIDIN DISTANCE

INPERSON person  Epucation  ONUINE
'DISTANCEEDHOURS ~ 0-65 7-22 225-445 45
TOTAL REQUIRED 45 45 45 45
HOURS
TOTAL PERCENT 0-14% 15-49% 50-99% 100%

It is important to note that a contact hour is defined as 50-minutes of instruction with a 10-
minute break. For this calculation, it is presumed this standard will be adhered to.



Educational Benefit

Courses classified as distance education or hybrid in person at Chapman must have a rationale
that includes an educational benefit for the use of this modality. The distance education format

should include a pedagogical rationale that demonstrates enhanced learning and outcomes for
students. Convenience does not constitute an acceptable rationale.

An example of an acceptable rationale for offering a course in the distance education modality
includes course time for students engaged in practica, fieldwork, prominent guest lecturers, etc.

Limitations
The following are limitations to the use of distance education at Chapman:

Undergraduate Courses

Distance education and hybrid in person courses at Chapman are limited to those at the
graduate level. In rare circumstances, exceptions may be made to allow for an undergraduate
course to be offered in one of these modalities if there is a demonstrated pedagogical necessity.
Requests for exceptions for undergraduate DE courses must follow the Procedure for Distance
Education Course Designation and provide an explanation as to why the course should be
considered an exception.

Program-Level Distance Education Threshold

Chapman is authorized to offer distance education courses but not distance education
programs. A program may be characterized as a distance education program if students can
complete 50% or more of its requirements through distance education courses.

To prevent inadvertent program-level DE designation, the proportion of a program's required
credits available in a distance education modality must remain below 50%. The Office of
Accreditation and Assessment will monitor approved DE course designations against total
program requirements on an ongoing basis and will notify Program Directors and Deans when a
program approaches this threshold. Programs that have reached or exceeded the threshold will
not be permitted to designate additional courses as DE or HY until the proportion is brought into
compliance.

Student Identity Verification and Data Privacy

All distance education activities must comply with the Family Educational Rights and Privacy Act
(FERPA). Faculty and staff must ensure that student data is safeguarded in all instructional
technologies and platforms.

Chapman will employ processes to establish that the student who registers in a distance
education course is the same student who participates and completes the course. Such
processes may include secure login credentials, learning management system controls, or other
appropriate technologies.

California Physical Presence Requirement (State Authorization)

In 34 CFER 600.9, the Department of Education specifies that institutions must have
authorization to offer distance education courses and programs from the state in which a
student is considered a resident (“state authorization”). The State Authorization Reciprocity
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Agreement (SARA) was established to facilitate collaboration among states, however California
remains the sole non-member.

As a result of state authorization regulations and California’s non-participation in SARA,
institutions must seek authorization in each individual state and territory before enrolling non-
California residents in distance education courses or programs.

At the time of this policy’s implementation, Chapman is authorized or exempt from authorization
in select states. Chapman students may take distance education courses while physically
located in California or an authorized or exempt state even if they are not legal residents.
However, students may not enroll in distance education courses while residing, even
temporarily, outside of California or in a non-authorized or non-exempt state (e.g., during
summer break, interterm, etc.). Chapman verifies the physical location of students while taking
distance education courses during course enroliment. Students who indicate they will not be
residing in California or an authorized or exempt state during a course will not be permitted to
enroll in a distance education designated course. Programs must ensure an in person or
hybrid in person option for required courses is made available for students located
outside of California in a non-authorized or non-exempt state.

The Office of Accreditation and Assessment maintains state authorization records indicating
where distance education activities are and are not permitted.

Accessibility and Digital Compliance

All distance education and hybrid in person courses must be designed and delivered in
compliance with applicable federal and state accessibility requirements, including but not limited
to the Americans with Disabilities Act (ADA), Section 504 of the Rehabilitation Act, and
implementing regulations. Course materials, learning management systems, and instructional
technologies must be accessible to individuals with disabilities, consistent with prevailing
technical standards (e.g., WCAG 2.1 AA or successor standards).

Faculty are responsible for ensuring that course content meets accessibility requirements with
support from Educational Technology Services (ETS) and the Center for Excellence in Teaching
and Learning (CETL).

OFFICE RESPONSIBLE FOR POLICY

Name of Office: Office of Accreditation and Assessment
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WHO APPROVED THIS POLICY
Senior Staff member submitting the policy: Michael Ibba, Provost
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RELATED MATERIALS
Procedure for Approval for Hybrid In Person or Distance Education Course Designation

Distance education courses are subject to oversight prescribed by the Department of Education
in 34 CFR 600.2 and via our accreditor, the WASC Senior College and University Commission
WSCUC. Chapman requires that any course designated as hybrid in person (HY), distance
education (DE), or online (ON) goes through a process of review and approval before it is
offered. The approval process is intended to:

a. ensure regulatory compliance.

b. articulate the educational benefit of offering the class in a HY or DE modality;

c. appropriately prepare faculty for teaching in a HY or DE mode through required
training and instructional design support; and

d. create documentation that supports institutional knowledge sharing and required
data collection and analysis.

Courses approved for distance education in the Course Approval System (CAS) or Curriculog
prior to the effective date of this policy have been reviewed for compliance with regulatory
standards. Courses determined to meet compliance standards are approved to continue and
are subject to the faculty training requirements and routine assessment processes described in
Phase Three. Courses identified as non-compliant will be required to complete the full approval
process outlined in Phase One and Phase Two prior to their next scheduled offering.

Phase One: Hybrid In Person or Distance Education Course Proposal

1. Program Director completes Part 1 of the Distance Education Course Proposal &
Readiness form within their college or school. This form:

a. Provides initial information about the course

b. Requires the program director to articulate the appropriateness of the course for
the program in its requested modality and that the addition of this course does
not create a pathway by which students could complete 50% or more of their
program requirements through distance education courses. A program in which
students can complete the majority of requirements via distance education may
be characterized as a distance education program by the Department of
Education and WSCUC, requiring separate institutional authorization that
Chapman does not currently hold.

¢. Requires approval from the college/school curriculum committee

d. Requires approval from the dean or associate dean

e. Requires approval from the provost

2. Program Director completes Part 2 of the Distance Education Course Proposal &
Readiness form with the Center for Excellence in Teaching and Learning (CETL). CETL
will;

a. Conduct an evaluation of the syllabus to ensure it is designed for distance
education
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b. Assess the inclusion of required course components such as RSI, academic
engagement monitoring, & academic integrity plan

c. Provide a signature indicating all required DE elements are in place for the
course

Phase Two: Modern Campus Curriculum /Curriculog Approval

The Program Director originating the request must submit the proposed course along with the
Distance Education Course Proposal & Readiness Form and the course syllabus to Modern
Campus Curriculum (formerly Curriculog) for institutional approval.

There may be some redundancy in the Distance Education Course Proposal & Readiness Form
approvals and those indicated in the approval workflow. This allows for documentation and
notification as the course is finalized.

The Modern Campus Curriculum approval workflow is as follows:

Position in

Role Purpose
Queue
1 Program Director Requestor/originator
2 College or School Curriculum Approves course and modality for the academic
Committee Designee mission of the college or school
3 Dean or Associate Dean Apprpves course and modality for the academic
mission of the college or school
Center for Excellence in Teaching . . .
4 & Learning (CETL) Designee Affirms course readiness for distance education
Vice Provost, Undergraduate i
5 Education and/or Assoc. Vice gfg\:g:te: gc;ft:;:e andemecaliy gnibshali gkt
President Graduate Education
6 Vice Provost/Asst. Provost Approves course and modality on behalf of the
Academic Administration Provost's Office
. Adds approved course to catalog, student
7 Registrar . X
information system (SIS), etc. as necessary.
8 Institutional Research & Decision ~ Adds approved course for required distance
Support (IRADS) education data analyses processes
Assessment & Accreditation Afﬁrms course meets regulatory stapdards, issues
9 Desi final approval, and adds course to directory of
esignee . :
approved distance education courses
Vice Provost, Facuity
10 Advancement & Institutional Notification

Effectiveness

Phase Three: Launch and Assessment
Once the course has been approved, it can be added to term schedule.

Course Launch

1. A mechanism to verify students will be physically located in California will be
included during the registration process.

2. Faculty assigned to teach the course must reach out to CETL to complete the
required Distance Education Training course in Canvas. A directory of faculty who
have completed the course is maintained by CETL and will be shared annually with



the Office of Accreditation and Assessment who will maintain a public facing list in
the Provost’s SharePoint website.

3. Upon completion of training, faculty must work with CETL and Educational
Technology Services (ETS) instructional designers to build the course in Canvas
using the approved distance education template and to ensure the use of techniques
for course delivery and regular and substantive interaction (RSI).

4. The faculty should consult with Educational Technology Services (ETS) to embed
and use distance education technology tools and to import the completed template
into their term-based Canvas course.

5. The Office of Accreditation and Assessment will work with the Registrar each term to
conduct an audit of all DE/HY courses to ensure they have been approved for this
modality, and that assigned faculty have completed required training.

Course Assessment

1.

The course must be evaluated by the College or School’s designee (Program Director,
Associate Dean, Accreditation and Assessment personnel, etc.) during its first semester
and then every other year. Courses taught with less frequency (e.g., annually,
biannually) should be evaluated at least twice in a 5-year period. The evaluation will be
conducted using a standardized rubric developed in collaboration with the Office of
Accreditation and Assessment and CETL. The evaluation ensures the course continues
to be structured in a manner that is compliant with regulatory standards (e.qg., regular
and substantive interaction, monitoring of academic engagement, etc.). Programs may
add evaluation criteria to the rubric, but the standardized components may not be
removed or altered.

If areas of non-compliance are observed during the evaluation, Program Directors are
notified and must work with the assigned faculty to make revisions which will be
evaluated according to the process indicated in step 1 prior to the next scheduled
offering of the course.

The Office of Institutional Research and Decision Support (IRADS) will conduct an
annual outcomes analysis of all HY and DE courses as part of their routine data
analysis. Analysis will include but is not limited to assessment of distance education
successful course completion, course retention, average course GPA, and student
satisfaction and how these measures compare with in person offerings in the same or
similar courses and programs.

The Office of Accreditation and Assessment will review compliance and assessment
data and report findings to the Office of the Provost on an annual basis.

If the outcomes in a course or courses trend significantly below in person benchmarks, a
review of the course by the Dean, Program Director, and CETL will commence to
determine appropriate interventions to improve outcomes. Should the course(s) continue
to result in unsatisfactory outcomes, the Dean and Provost will confer to determine if the
course’s approval for a distance education modality should be revoked.



