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Purpose	
  
This	
  document	
  outlines	
  best	
  practices	
  and	
  guidelines	
  that	
  the	
  Higher	
  Learning	
  Commission	
  (HLC)	
  
requires	
  in	
  order	
  for	
  Wichita	
  State	
  University	
  to	
  continue	
  to	
  offer	
  online	
  courses	
  and	
  programs.	
  It	
  serves	
  
as	
  a	
  guiding	
  document	
  for	
  the	
  administration	
  of	
  the	
  Office	
  of	
  Online	
  Learning	
  at	
  Wichita	
  State	
  
University.	
  It	
  does	
  not	
  institute	
  new	
  policies,	
  but	
  rather	
  describes	
  how	
  online	
  learning	
  will	
  be	
  
administered	
  in	
  accordance	
  to	
  WSU	
  policy,	
  Kansas	
  Board	
  of	
  Regents	
  (KBOR)	
  policy,	
  HLC	
  guidelines,	
  and	
  
best	
  practices	
  from	
  current	
  online	
  learning	
  research	
  and	
  the	
  Online	
  Learning	
  Consortium’s	
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1. Organization	
  and	
  governance	
  of	
  the	
  Office	
  of	
  Online	
  Learning	
  
	
  
+)(W,#"7,"#'(
	
  
The	
  Office	
  of	
  Online	
  Learning	
  was	
  established	
  as	
  a	
  hub-­‐and-­‐spoke	
  model,	
  which	
  means	
  that	
  online	
  
programs	
  and	
  faculty	
  do	
  not	
  report	
  directly	
  to	
  online	
  learning,	
  but	
  through	
  their	
  already	
  established	
  
departments.	
  Therefore,	
  individual	
  departments,	
  in	
  consultation	
  with	
  Online	
  Learning,	
  make	
  all	
  
decisions	
  related	
  to	
  curriculum,	
  program	
  development,	
  and	
  faculty	
  load.	
  	
  
	
  
With	
  this	
  model,	
  Online	
  Learning	
  will	
  provide	
  support,	
  resources,	
  coordination,	
  and	
  consultation	
  to	
  all	
  
colleges,	
  departments,	
  divisions,	
  and	
  university	
  business	
  units	
  that	
  reach	
  online	
  students.	
  As	
  such,	
  it	
  is	
  
not	
  an	
  academic	
  unit,	
  but	
  will	
  assist	
  academic	
  units	
  in	
  recruiting,	
  assisting	
  with	
  online	
  student	
  
enrollment,	
  provide	
  advising	
  for	
  online	
  students,	
  support	
  for	
  retention	
  efforts,	
  as	
  well	
  as	
  oversight	
  to	
  
ensure	
  that	
  all	
  regulatory	
  requirements	
  are	
  being	
  addressed,	
  especially	
  as	
  they	
  relate	
  to	
  state	
  
authorization	
  for	
  providing	
  distance	
  education	
  outside	
  of	
  Kansas,	
  Title	
  IV	
  guidelines	
  for	
  distance	
  
education,	
  and	
  HLC	
  and	
  KBOR	
  guidelines	
  and	
  requirements	
  for	
  distance	
  education	
  delivery.	
  
	
  
Online	
  Learning	
  is	
  a	
  division	
  within	
  Academic	
  Affairs	
  and	
  is	
  overseen	
  by	
  a	
  Director	
  of	
  Online	
  Learning	
  
who	
  reports	
  to	
  the	
  Associate	
  Vice	
  President	
  for	
  Academic	
  Affairs	
  that	
  oversees	
  curriculum,	
  assessment,	
  
and	
  accreditation.	
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• Student	
  Support	
  
• Evaluations	
  &	
  Assessment	
  

	
  
[)(X"51',/#?(26'#&31-,(
(
Online	
  Learning	
  draws	
  its	
  financial	
  resources	
  entirely	
  from	
  an	
  online	
  fee	
  that	
  is	
  assessed	
  on	
  all	
  fully	
  
online	
  and	
  hybrid	
  online	
  classes,	
  and	
  therefore	
  receives	
  no	
  tuition	
  dollars.	
  The	
  Director	
  manages	
  the	
  
budget	
  with	
  oversight	
  by	
  the	
  AVPAA	
  and	
  the	
  Provost.	
  
(
The	
  Director	
  of	
  Online	
  Learning,	
  AVPAA,	
  Dean,	
  and	
  Department/Division	
  Chair	
  jointly	
  decide	
  on	
  all	
  
budgetary	
  issues	
  related	
  to	
  support	
  for	
  online	
  programs	
  where	
  the	
  program	
  resides,	
  as	
  resources	
  are	
  
available.	
  Individual	
  departments	
  where	
  the	
  program	
  resides,	
  in	
  consultation	
  with	
  Online	
  Learning,	
  
make	
  decisions	
  about	
  appropriate	
  faculty/instructor	
  compensation	
  levels	
  and	
  whether	
  online	
  teaching	
  
constitutes	
  in-­‐load	
  work	
  or	
  out-­‐of-­‐load.	
  Departments	
  should	
  not	
  have	
  an	
  expectation	
  that	
  Online	
  
Learning	
  would	
  pay	
  100%	
  of	
  actual	
  salary	
  and	
  operating	
  costs.	
  Actual	
  budgets	
  will	
  be	
  set	
  as	
  described	
  
above.	
  
	
  
Departments	
  that	
  receive	
  compensation	
  will	
  send	
  an	
  invoice	
  to	
  Online	
  Learning	
  every	
  two	
  months	
  for	
  
actual	
  costs	
  incurred	
  of	
  any	
  previously	
  agreed	
  upon	
  funding.	
  The	
  department	
  is	
  expected	
  to	
  cover	
  the	
  
up-­‐front	
  costs	
  and	
  receive	
  reimbursements.	
  No	
  money	
  will	
  be	
  transferred	
  for	
  expected	
  costs.	
  In	
  the	
  case	
  
that	
  the	
  amount	
  would	
  be	
  too	
  high	
  for	
  the	
  department	
  to	
  cover,	
  contracts	
  and	
  invoices	
  are	
  to	
  be	
  paid	
  
directly	
  by	
  the	
  Office	
  of	
  Online	
  Learning.	
  
	
  
Regional	
  accreditation	
  standard	
  associated	
  with	
  this	
  procedure	
  

• Higher	
  Learning	
  Commission	
  Protocol	
  for	
  Reviewing	
  during	
  Comprehensive	
  Evaluation	
  and	
  
Quality	
  Checkup	
  Visits	
  (v.	
  2,	
  March	
  2013)	
  

o Scope	
  of	
  Distance-­‐delivered	
  Courses	
  and	
  Programs	
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2. Requirements	
  related	
  to	
  faculty/instructors	
  participating	
  in	
  professional	
  development	
  that	
  prepares	
  
them	
  for	
  various	
  roles	
  in	
  the	
  online	
  learning	
  process.	
  

	
  
The	
  University	
  seeks	
  to	
  ensure	
  that	
  faculty/instructors	
  involved	
  in	
  online	
  learning	
  are	
  adequately	
  
prepared	
  and	
  supported.	
  Professional	
  development	
  activities	
  will	
  be	
  organized	
  around	
  specific	
  
competencies	
  associated	
  with	
  the	
  following	
  faculty/instructor	
  roles:	
  
	
  

• Faculty/Instructor	
  Course	
  Developer:	
  the	
  faculty	
  member/instructor	
  works	
  with	
  a	
  team	
  of	
  
professionals	
  to	
  design	
  and	
  develop	
  online	
  courses,	
  and/or	
  to	
  periodically	
  redesign/update	
  
online	
  courses.	
  In	
  this	
  role,	
  the	
  faculty	
  member/instructor	
  designs	
  and	
  develops	
  learning	
  
activities,	
  assignments,	
  assessments	
  and	
  engagement	
  and	
  communication	
  strategies	
  aligned	
  
with	
  WSU	
  online	
  course	
  standards	
  and	
  guidelines.	
  

• Faculty/Instructor	
  Course	
  Teacher:	
  the	
  faculty	
  member/instructor	
  is	
  provided	
  a	
  “ready	
  to	
  teach”	
  
online	
  course	
  and	
  successfully	
  delivers/teaches	
  the	
  course.	
  In	
  this	
  role,	
  a	
  faculty	
  
member/instructor	
  must	
  be	
  able	
  to	
  update	
  the	
  course	
  syllabus,	
  add	
  instructor-­‐specific	
  
information,	
  assess	
  and	
  report	
  learning	
  and	
  student	
  progress,	
  and	
  actively	
  engage	
  and	
  
communicate	
  with	
  students	
  in	
  accordance	
  with	
  WSU	
  online	
  course	
  standards	
  and	
  guidelines.	
  

	
  
Professional	
  development	
  related	
  to	
  designing	
  and	
  delivering	
  online	
  courses	
  may	
  be	
  modularized	
  and	
  
competency-­‐based,	
  and	
  may	
  be	
  delivered	
  via	
  online,	
  blended	
  and	
  face-­‐to-­‐face	
  modalities.	
  Faculty	
  
members/instructors	
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3. 
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The	
  University	
  is	
  responsible	
  for	
  obtaining	
  copyright	
  registration	
  and	
  granting	
  permission	
  for	
  use	
  
of	
  the	
  copyrighted	
  courseware	
  materials.	
  The	
  employee	
  will	
  cooperate	
  with	
  the	
  University	
  to	
  
secure	
  the	
  copyright,	
  at	
  the	
  University’s	
  expense,	
  including,	
  without	
  limitation,	
  disclosing	
  such	
  
courseware	
  to	
  the	
  University,	
  providing	
  copies	
  thereof,	
  and	
  signing	
  any	
  documents	
  necessary	
  to	
  
perfect	
  the	
  University’s	
  rights	
  in	
  the	
  courseware	
  materials.	
  

This	
  procedure	
  and	
  University	
  policy	
  provides	
  guidance	
  for:	
  	
  
• the	
  faculty	
  member’s/instructor’s	
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4. Faculty	
  members’/Instructor’s	
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o Faculty	
  responsible	
  for	
  delivering	
  the	
  on-­‐line	
  learning	
  curricula	
  and	
  evaluating	
  the	
  
students’	
  success	
  in	
  achieving	
  the	
  on-­‐line	
  learning	
  goals	
  are	
  appropriately	
  qualified	
  and	
  
effectively	
  supported.	
  

	
  
HLC	
  Protocol	
  for	
  Reviewing	
  Distance	
  Delivery	
  during	
  Comprehensive	
  Evaluation	
  and	
  Quality	
  Checkup	
  
Visits	
  (v.	
  2,	
  March	
  2013)	
  

• Curriculum	
  &	
  Instructional	
  Design	
  
o Processes	
  for	
  developing,	
  approving,	
  and	
  assuring	
  quality	
  curricula	
  for	
  distance-­‐delivered	
  

programs.	
  
• Staffing	
  &	
  Faculty	
  Support	
  

o Processes	
  for	
  selecting,	
  training,	
  and	
  orienting	
  faculty	
  for	
  distance	
  delivery.	
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5. Faculty	
  members’/instructor’s	
  roles	
  in	
  the	
  teaching/delivery	
  of	
  online	
  courses.	
  	
  
	
  

This	
  Includes:	
  
• Faculty	
  members’
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• A	
  statement	
  of	
  how	
  the	
  faculty	
  member/instructor	
  will	
  enforce	
  the	
  University’s	
  academic	
  
honesty	
  policy	
  (see	
  “academic	
  integrity”	
  below);	
  

• A	
  statement	
  regarding	
  the	
  faculty	
  member’s/instructor’s	
  policies	
  regarding	
  acceptable	
  and	
  
unacceptable	
  student	
  behavior	
  in	
  the	
  course,	
  including	
  net-­‐etiquette.	
  
(

C03,3/9(.%>>"037/,3%0)(Prior	
  to	
  the	
  start	
  of	
  class,	
  send	
  an	
  email	
  via	
  WSU’s	
  student	
  email	
  system	
  to	
  all	
  of	
  
your	
  students	
  giving	
  them	
  instructions	
  on	
  how	
  to	
  access	
  the	
  course.	
  	
  
	
  
.%0,'0,(['936'#?)(Online	
  faculty/instructors	
  will	
  provide	
  feedback	
  often	
  and	
  engage	
  students	
  with	
  
course	
  interaction	
  and	
  group	
  projects.	
  Faculty
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faculty/instructor	
  course	
  developer	
  and	
  instructional	
  design	
  team.	
  This	
  procedure	
  does	
  not	
  preclude	
  
faculty/instructors	
  teaching	
  the	
  course	
  to	
  add	
  additional	
  assignments,	
  within	
  reason,	
  as	
  needed	
  to	
  
ensure	
  a	
  higher	
  level	
  of	
  learning	
  in	
  the	
  online	
  course.	
  
	
  
X)(.%"#&'(Z6/9"/,3%0&(
(
After	
  having	
  assessed	
  various	
  course	
  evaluation	
  options	
  and	
  weighed	
  their	
  pros	
  and	
  cons	
  for	
  online	
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A)(C8(?%"(D/0,(,%(,/Y'(/0(3053635"/99?R$#%7,%#'5('_/>(/,(cWL(8%#(/(8''M(7/99(B*ERSNIRE*AK(,%(
&7-'5"9'(?%"#([3&,/07'(Z5"7/,3%0(Z_/>(5"#301(/6/39/G9'(,'&,301(,3>'&(/,(,-'(cWL(.%"0&'9301(
/05(O'&,301(.'0,'#(%0(,-'(>/30(7/>$"&)(

(
F/7"9,?(7/0(>/Y'(/##/01'>'0,&(8%#(/99(53&,/07'($#%7,%#301(0''5&(D3,-(,-'(.%"0&'9301(/05(O'&,301(
.'0,'#(G?(7/99301(B*ERSNIRE*KA(%#('>/39301(53&,/07''_/>gD37-3,/)'5")(W,"5'0,&(>/?(5%(,-'(&/>')(
(
[)(W,"5'0,(35'0,3,?(6'#3837/,3%0(
	
  
Regional	
  accrediting	
  standards	
  require	
  that	
  the	
  University	
  demonstrates	
  that	
  the	
  student	
  enrolling	
  in	
  a	
  
WSU	
  online	
  course	
  is	
  the	
  student	
  that	
  does	
  the	
  work	
  and	
  earns	
  the	
  grade.	
  WSU	
  faculty/instructors	
  are	
  
expected	
  to	
  use	
  these	
  practices	
  to	
  ensure	
  verification:	
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All	
  required	
  assignments	
  may	
  be	
  subject	
  to	
  submission	
  for	
  content	
  similarity	
  review	
  to	
  an	
  anti-­‐
plagiarism	
  tool	
  for	
  the	
  detection	
  of	
  plagiarism.	
  	
  

	
  
i)(j/0&/&(X%/#5(%8(<'1'0,&(W%73/9(T'53/(!%937?(
(
University	
  faculty



	
   15	
  

§ The	
  institution	
  has	
  in	
  place	
  effective	
  procedures	
  through	
  which	
  to	
  ensure	
  that	
  
the	
  student	
  who	
  registers	
  in	
  a	
  distance	
  education	
  course	
  or	
  program	
  is	
  the	
  same	
  
student	
  who	
  participates	
  in	
  and	
  completes	
  the	
  course	
  or	
  program	
  and	
  receives	
  
the	
  academic	
  credit.	
  The	
  institution	
  makes	
  clear	
  in	
  writing	
  that	
  these	
  processes	
  
protect	
  student	
  privacy	
  and	
  notifies	
  students	
  at	
  the	
  time	
  of	
  registration	
  or	
  
enrollment	
  of	
  any	
  projected	
  additional	
  costs	
  associated	
  with	
  the	
  verification	
  
procedures.	
  "#$%&'!()*+!*+!,!-&.&/,0!/&12*/&3&4%5!600!*4+%*%2%*$4+!%),%!$--&/!
.*+%,47&!&.27,%*$4!8/$9/,33*49!32+%!.&3$4+%/,%&!7$380*,47&!:*%)!%)*+!
/&12*/&3&4%5;!

§ Training	
  for	
  faculty	
  members	
  engaged	
  in	
  on-­‐line	
  learning	
  includes	
  consideration	
  
of	
  issues	
  of	
  academic	
  integrity,	
  including	
  ways	
  to	
  reduce	
  cheating.	
  

See	
  also	
  
• Online	
  Learning	
  Consortium’s	
  Quality	
  Scorecard	
  for	
  Administration	
  of	
  Online	
  Programs,	
  2014	
  

o Course	
  Structure	
  
§ “The	
  online	
  course	
  includes	
  a	
  syllabus	
  outlining	
  course	
  objectives,	
  learning	
  

outcomes,	
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6. University	
  practices	
  related	
  to	
  the	
  selection	
  of	
  courses	
  to	
  be	
  developed,	
  and	
  the	
  faculty	
  who	
  are	
  
selected	
  to	
  develop	
  them,	
  including	
  compensation	
  or	
  other	
  incentives.	
  

	
  
The	
  design	
  and	
  development	
  of	
  online	
  courses	
  is	
  a	
  resource-­‐intensive	
  process.	
  For	
  this	
  reason,	
  the	
  
University	
  seeks	
  to	
  use	
  its	
  resources	
  strategically	
  by	
  carefully	
  selecting	
  courses	
  for	
  development.	
  By	
  
specifically	
  identifying	
  online	
  courses	
  for	
  development,	
  the	
  University	
  will	
  allocate	
  its	
  resources	
  to	
  
develop	
  courses	
  that	
  may	
  be	
  taught	
  not	
  only	
  by	
  the	
  faculty/instructor	
  who	
  developed	
  the	
  course,	
  but	
  
also	
  by	
  other	
  qualified	
  faculty/instructors	
  over	
  time	
  (i.e.	
  “master	
  courses”).	
  	
  
	
  
+)(W'9'7,3%0(%8(7%"#&'&(8%#(%0930'(5'6'9%$>'0,.	
  Proposals	
  to	
  design	
  and	
  develop	
  online	
  courses	
  may	
  be	
  
submitted	
  to	
  the	
  Office	
  of	
  Online	
  Learning	
  by	
  individual	
  faculty/instructors,	
  department	
  chairs	
  and	
  
deans.	
  All	
  such	
  proposals	
  will	
  be	
  reviewed	
  for	
  consideration	
  using	
  selection	
  criteria,	
  among	
  which	
  are	
  
the	
  following:	
  	
  
	
  

1. The	
  course	
  is	
  required	
  to	
  satisfy	
  distribution	
  requirements	
  in	
  degree	
  programs	
  previously	
  
selected	
  for	
  online	
  development.	
  

2. The	
  course	
  has	
  not	
  previously	
  been	
  developed	
  and	
  delivered	
  at	
  WSU.	
  
3. The	
  proposal	
  has	
  been	
  endorsed	
  by	
  department	
  chairs	
  and	
  appropriate	
  deans.	
  
4. A	
  team	
  of	
  faculty	
  course	
  developers	
  is	
  associated	
  with	
  the	
  course.	
  
5. The	
  course	
  has	
  a	
  documented	
  history	
  of	
  enrollment	
  (this	
  is	
  especially	
  important	
  for	
  courses	
  that	
  

are	
  electives).	
  
6. For	
  online	
  courses	
  previously	
  developed	
  and	
  taught,	
  the	
  proposal	
  must	
  include	
  a	
  sound	
  

rationale	
  for	
  its	
  re-­‐development.	
  
7. The	
  proposal	
  includes	
  a	
  description	
  of	
  how	
  each	
  learning	
  outcome	
  can	
  be	
  addressed	
  and	
  

assessed.	
  
	
  
X)((+$$#%6/9(%8(%0930'(7%"#&'&($#3%#(,%(,'/7-301@5'936'#?)	
  A	
  course	
  selected	
  for	
  online	
  development	
  
must	
  be	
  reviewed	
  and	
  approved	
  as	
  ready	
  for	
  delivery	
  prior	
  to	
  its	
  being	
  offered.	
  	
  See	
  Procedure	
  7	
  related	
  
to	
  approval	
  of	
  online	
  courses.	
  
	
  
.)(O-'(&'9'7,3%0(%8(8/7"9,?/instructors(D-%(D399($/#,373$/,'(30(,-'(5'6'9%$>'0,(%8(/0(%0930'(7%"#&'	
  is	
  
not	
  necessarily	
  part	
  of	
  the	
  course	
  selection	
  process.	
  Faculty/instructors	
  may	
  nominate	
  themselves,	
  be	
  
nominated	
  by	
  their	
  department	
  chair	
  and	
  may	
  be	
  nominated	
  as	
  part	
  of	
  the	
  course	
  development	
  
proposal.	
  Because	
  developing	
  online	
  courses	
  is	
  time-­‐intensive	
  it	
  should	
  not	
  interfere	
  with	
  the	
  tenure	
  
and	
  promotion	
  process.	
  Therefore,	
  faculty/instructors	
  who	
  demonstrate	
  the	
  following	
  criteria	
  would	
  be	
  
given	
  preference	
  for	
  developing	
  a	
  course:
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7. University	
  practices	
  related	
  to	
  the	
  creation	
  of	
  courses	
  that	
  have	
  not	
  been	
  selected	
  and	
  approved	
  for	
  
sanctioned	
  development.	
  	
  

	
  
The	
  design	
  and	
  development	
  of	
  online	
  courses	
  is	
  a	
  resource-­‐intensive	
  process,	
  requiring	
  a	
  substantial	
  
investment	
  of	
  faculty	
  member/instructor	
  time	
  and	
  supporting	
  university	
  resources.	
  For	
  this	
  reason,	
  the	
  
University	
  seeks	
  to	
  use	
  its	
  faculty/instructors,	
  instructional	
  design,	
  and	
  technology	
  resources	
  
strategically	
  by	
  carefully	
  selecting	
  courses	
  for	
  development.	
  By	
  specifically	
  identifying	
  online	
  courses	
  for	
  
development,	
  the	
  University	
  can	
  better	
  allocate	
  its	
  resources	
  to	
  develop	
  courses	
  that	
  are	
  of	
  uniformly	
  
high	
  quality	
  and	
  which	
  fulfill	
  targeted	
  degree	
  completion.	
  	
  
	
  
In	
  situations	
  in	
  which	
  a	
  faculty	
  member/instructor	
  proposes	
  development	
  of	
  an	
  online	
  course	
  that	
  is	
  
endorsed	
  by	
  her/his	
  department	
  chair	
  and	
  dean,	
  but	
  is	
  not	
  selected	
  for	
  development	
  by	
  the	
  Office	
  of	
  
Online	
  Learning	
  (see	
  Procedure	
  5	
  above),	
  course	
  development	
  may	
  proceed	
  under	
  the	
  following	
  
circumstances:	
  
	
  

1. The	
  faculty	
  member/instructor	
  agrees	
  to	
  have	
  lower	
  priority	
  access	
  to	
  the	
  university	
  course	
  
development	
  resources,	
  including	
  instructional	
  design	
  assistance.	
  

2. Procedure	
  7	
  related	
  to	
  requirements	
  pertaining	
  to	
  course	
  approval,	
  and	
  the	
  selection	
  of	
  
faculty/instructors	
  to	
  teach	
  the	
  course	
  must	
  be	
  met,	
  with	
  the	
  following	
  additional	
  conditions:	
  

a. 
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8. The	
  process	
  by	
  which	
  online	
  courses	
  are	
  reviewed	
  and	
  approved	
  as	
  “ready	
  to	
  teach”	
  and	
  the	
  process	
  
by	
  which	
  courses	
  are	
  periodically	
  reviewed,	
  redesigned	
  as	
  necessary	
  and	
  re-­‐certified.	
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§ Evaluation	
  strategies	
  ensure	
  effective	
  communication	
  between	
  faculty	
  members	
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11. Procedure	
  used	
  to	
  guide	
  identification	
  of	
  programs	
  for	
  online	
  development.	
  
	
  
The	
  design	
  and	
  development	
  of	
  fully	
  online	
  degree	
  programs	
  is	
  a	
  resource-­‐intensive	
  process.	
  For	
  this	
  
reason,	
  the	
  University	
  seeks	
  to	
  use	
  its	
  resources	
  strategically	
  by	
  carefully	
  selecting	
  programs	
  for	
  
development.	
  The	
  primary	
  criterion	
  for	
  selecting	
  programs	
  for	
  online	
  development	
  is	
  the	
  degree	
  to	
  
which	
  the	
  program	
  will	
  address	
  workforce	
  needs.	
  
	
  
To	
  facilitate	
  this	
  process,	
  a	
  needs	
  and	
  market	
  analysis	
  will	
  be	
  conducted	
  of	
  identified	
  programs.	
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