
 
 

  

 

 

 

 

 

  

 

 

  

   

 

 

  

 

 

 

 

 

 

 

  

 

  

 

  

 

  

 

 

  

 

 

         

TITLE: Distance Education Policy: General Guidelines  

EFFECTIVE DATE:  September 15, 2011 

LAST REVISION: November 10, 2017 Policy No. 7.006.3 

All current academic policies that apply to on-campus courses will apply to those taught via 

distance learning, unless otherwise specified below. 

Definitions  

Distance Learning  

Distance Learning is 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 learning course may use the Internet; one-way and two-way 

transmissions through open broadcast, closed circuit, cable, microwave, broadband lines, 

fiber optics, satellite, or wireless communications devices; audio conferencing; or DVDs 

and CD-ROMs if used as part of the distance learning course or program. 

Online Course   

All instruction occurs in an online environment, synchronously or asynchronously, or 

both. No face-to-face (F2F) instructional meetings are required for the course. Instructor 

provides all materials, course activities, assignments, and discussions in an online 

environment. Students may be required to take one or two face-to-face exams, either at 

the college or in a proctored environment. 

Hybrid Course   

Instruction occurs in both a face-to-face (F2F) and in an online environment. There must 

be required F2F class meetings. For student accessibility, all or most materials, course 

activities, assignments, and discussions must be available in an online environment. 

Responsibilities and Requirements  

1. The College is responsible for the technology used in delivering all courses, and is 

responsible for providing academic, technological, and support services and training to 

faculty and students participating in distance learning. 

2. Distance learning students must have access to all services and materials available to 

students in face-to-face courses. 

3. Recommendations to offer courses in a distance learning format will be made by 

individual academic departments or the workforce development department and will 

reflect student needs and available resources. 
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4. If a program is designed to be offered in an online format, the enrolled students must be 

allowed to satisfy all requirements of the degree program. 

5. The academic departments offering distance learning opportunities are responsible for 

ensuring that the distance courses meet the same rigor and high standards of quality as 

face-to-face courses. The academic departments will assess and evaluate the content, 

structure, and rigor of the distance courses on the same schedule as they evaluate face-to-

face classes. 

6. The student services office and the academic and electronic learning departments are 

responsible for verifying that students who register for distance courses or programs are 

the same students who participate in, complete the courses or programs, and receive 

credit for their work. Methods of authentication include, but are not limited to, the 

following: secure logins and passwords, face-to-face or proctored exams and the use of 

biometric signature authentication software. 

7. Faculty who use only objective assessments in their distance education courses are 

encouraged to offer one or more of these exams in a face-to-face setting on campus. 

8. Like students in face-to-face courses, students in distance courses will evaluate their 

courses and instructors at the end of each semester. 

9. Faculty who teach distance learning courses are responsible for acquiring the skills 

necessary to teach their classes effectively and communicate with technical support 

personnel. The school deans will ensure that all faculty hired to teach distance education 

courses for their schools meet the requirements as set forth in the “Faculty Requirements 

for Teaching Online and Hybrid Courses” Policy No. 7.007. 

10. Faculty who teach distance courses are required to be available to interact individually 

with their students, either in-person, over the phone, or by email or electronic chat. 

Contact information and/or electronic “office hours.” Must be included in their syllabi. 

11. The College recognizes that technological advancements occur often. In order to keep up-

to-date with changes and best practices, distance faculty members are required to attend 

at least one professional development event, relating to distance education, per year. 

These events may include, but are not limited to, professional development opportunities 

offered by the college. Faculty participation will be monitored and recorded by the 

electronic learning coordinator, who will then provide a report of attendance and/or 

participation to school deans at the end of each semester. 

Source of Policy: Information Resources &Technology Department LCTCS Policy Reference: N/A 

Responsible: Administrator: Chief Information Resources & Technology Officer LCTCS Guideline Reference: N/A 

Related Policy: No. 7.007.2 
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