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[bookmark: _Toc415216927][bookmark: _GoBack]Background
This handbook was first developed by the MercerOnline Advisory Council in 2011-2013.  It was later revised by the Council in 2014-2015. This handbook serves, in part, to support the sustained and sustainable growth of MercerOnline, including the design, development and implementation of fully online, hybrid, and face-to-face sections are enhanced with LMS add-ons.  (See the appendix for a list of the fully online and hybrid courses currently supported by MercerOnline[footnoteRef:1]).   [1:  See Appendix 1 for complete list of online course offerings (as of December 2014). ] 


The MercerOnline Advisory Council includes faculty representatives from each academic department:
· Karen Bearce, Chair (Dean of Instructional and Institutional Effectiveness)
· Barbara Behrens (Health Professions) 
· Theresa Capra (Social Science)
· MeiMei Gao (Technology) 
· Nicole Homer (English/Languages) 
· Ellen Genovesi (Science) 
· Ken Horowitz (Business)
· Tina LaPlaca (Arts & Communication) 
· Eirini Papafratzeskakou (Social Science)  
· Betty Peterson (Mathematics) 

Other participants (as invited) include: 
· Susan Bowen, Interim Vice President of Administration and Chief Business Officer (formerly Executive Director, ITS)
· Linda Scherr, Dean, Instructional and Institutional Effectiveness (2012-2014)
· Michael Sullivan, Director, MercerOnline


[bookmark: _Toc415216928]Introduction
Mercer County Community College is committed to providing access to postsecondary education while increasing the opportunities for students to develop the knowledge and skills necessary to achieve their academic and career goals. Faculty provide a collaborative learning environment for students that uses innovative technology, and incorporates pedagogical strategies that foster the skills of self-directed learning. 

Mercer County Community College is committed to providing the same quality of education and support to online learners that we do for our on-campus learners. Class sections taught via alternative delivery methods are equivalent to on-campus sections of the same classes in terms of student learning outcomes, competencies, content, and transferability. This includes the same quality of course content, faculty instruction, student learning outcomes, and access to resources including IT support, the college library, and tutoring services. 
[bookmark: _Toc415216929]Goals of the Faculty Handbook for Online Teaching and Learning
This handbook is for current and prospective online faculty. It is designed as a guide and reference tool for online teaching and learning at MCCC. The goals of this handbook:
· to keep faculty informed of required procedures and best practices
· to support the continued growth of offerings of online and hybrid courses and programs
· to offer insight into various services at MCCC for faculty teaching online
· to clarify procedures for the development and instruction of online, hybrid, and web-enhanced courses.

[bookmark: _Toc415216930]Institutional Context and Commitment

[bookmark: _Toc415216931]Mission
Mercer County Community College is a learning-centered college that provides quality academic, workforce, and community service programs to meet the educational needs of our students and the citizens of our county. MercerOnline is committed to advancing the quality of our distance learning education to meet or exceed the standards of our courses delivered in a traditional, face-to-face manner or in a hybrid setting. 

[bookmark: _Toc415216932]Definition of Online Instruction
At present, MercerOnline provide three types of distance courses:
[bookmark: _Toc415216933]Online Course: 
Course materials are presented and student learning is assessed entirely online with limited expectations for the student to travel to campus. Instruction may be synchronous or asynchronous. The expectations for an online student to travel to campus are limited to taking exams in a proctored setting at a Mercer Testing Center or another secure location agreed upon by the instructor prior to the exam window. 

Instructors who complete MO 101/102: Introduction to Blackboard (or equivalent) are permitted to teach a previously designed/completed online and/or master section.   Instructors must complete MO 201: Advanced Blackboard:  Designing and Developing an Online Course to design and teach a new online class.
[bookmark: _Toc415216934]Hybrid Course: 
Hybrid classes combine the best elements of traditional face-to-face instruction with online instruction. Most courses meet 50% in person (generally once a week) and 50% of the instruction occurring online. The face-to-face and online components of the course are closely integrated. 

Instructors who complete MO 101/102 (or equivalent) are permitted to teach a previously designed/completed hybrid and/or master hybrid section.  Instructors must complete MO 210:  Advanced Blackboard:  Designing and Developing a Hybrid Course to design and teach a new hybrid class.
[bookmark: _Toc415216935]Add-On Course: 
Instructors who teach face-to-face courses and have completed Blackboard training (MO 101/102 or equivalent) can request a Blackboard shell to enhance their classes.   Since the use of the add-on is the instructor’s choice rather than the student’s choice, MercerOnline recommends that the add-on should not be used for high stakes testing or other components of a student’s grade (although the use of the Blackboard Grade Center is encouraged to assist students in monitoring their progress in the course). Instructors typically use the Blackboard add-on to archive presentations, handouts, and to provide additional opportunities for students to mastery material through activities such as self-quizzes.  The manner in which Blackboard is used to supplement face-to-face classes should be clearly communicated to students on the syllabus and discussed during the first face-to-face class meeting.  Additionally, MercerOnline recommends that instructors send an email to their class prior to the start of the semester if they plan to use the Blackboard add-on for graded assignments and assessments.  This will allow students to select a different section of the course if they prefer a more traditional face-to-face environment.  [Information regarding the use of add-ons will be reviewed in Fall 2015 after the implementation of Blackboard-available-for all.]

The Blackboard add-on cannot be used in place of face-to-face class meetings.   Only in emergency situations (e.g., faculty illness, weather emergency) should the add-on shell be used in place to class time.

[bookmark: _Toc415216936]Online Programs
As of Fall 2012, three MCCC degree programs are available fully online:
· Liberal Arts A.A.
· Criminal Justice: Corrections Option A.S.
· Business Studies A.A.S.


[bookmark: _Toc415216937]Student Support Services

It is vital that students have access to as many student services as possible through their online course and MCCC’s website to ensure their success in online courses. The responsibility for ensuring that the overall systems are in place to support online programs and courses rests with Student Services in partnership with MercerOnline. 

[bookmark: _Toc415216938]Library Services
The Mercer County Community College Library provides a variety of learning-centered resources, services and facilities to support a diverse community; to encourage academic achievement, student success, and lifelong learning; and to enhance teaching excellence. Campus librarians work with faculty who are teaching online courses to ensure appropriate resources are services are available to distance learners. A complete list of library services can be found at http://www.mccc.edu/student_library.shtml.

The following outlines a few of the services available to online students. 
· Remotely accessible web-based resources for student research including articles and eBooks
· Reference instruction via email and chat
· Library Resource Guides
· Citation guides

[bookmark: _Toc415216939]Bookstore
Mercer County Community College provides student access to textbook information in accordance with the Higher Education Opportunity Act. Information about online bookstore services can be found on the MCCC website under the “Current Students” tab.

[bookmark: _Toc415216940]Proctored Testing
Students registered for online courses may be required to take proctored exams. Faculty need to notify students of any requirements for proctored tests in the course syllabus and course announcements. Faculty should make exams available in any campus testing center if requested by students. 

Students may choose to test at an alternative testing location. It is the student’s responsibility to locate a testing facility and get pre-approval from the faculty member. The student is also responsible for payment to the proctor site and testing/proctoring fees, including costs for returning completed exams to the professor. The student must make testing arrangements early in the term (by a date determined by the professor). See http://www.mccc.edu/student_services_testing_distance.shtml 
[bookmark: _Toc415216941]Online Tutoring
Mercer County Community College is currently participating in a pilot online tutoring project (offered through the Connecticut Distance Learning Consortium) that offers eTutoring to students enrolled in online or face-to-face courses with writing components.  

Instructors interested in learning more about the pilot project or using eTutoring for their online or hybrid course should contact the eTutoring project coordinator:  Arlene Stinson (609) 570-3525; stinsona@mccc.edu).  Additional information about online tutoring can be found at http://www.mccc.edu/student_services_etutoring.shtml.

[bookmark: _Toc415216942]Orientation
At the start of each semester, MercerOnline offers three modes of student orientation:
1. Face-to-face orientation: one evening and one Saturday morning
2. Orientation 2.0, a synchronous online orientation (using Adobe Connect): offered at noon and 6 pm
3. Archived online orientation (viewable 24/7)

At present, the MercerOnline team has identified the need to develop a more interactive format for online orientation and is working on this project (using Articulate Storyline software). 

The orientation includes information about using Blackboard and best practices in taking online courses. Orientation also encourages student reflection about whether their learning styles, studying habits, time management strategies, and technological skills are suitable for online courses.  Additional information is at http://www.mccc.edu/programs_tvc_faqs.shtml#6

[bookmark: _Toc415216943]Student Access to Courses
In order to provide students with ample opportunities to become familiar with the navigation and use of Blackboard in their course(s), MercerOnline makes courses available to students on the date of the first orientation, typically 4-5 days prior to the start of the semester.

MercerOnline recommends that instructors have their courses prepared prior to the date of student access.  If course is not fully prepared, MercerOnline recommends that instructors hide any course materials which they do not want students to access before the official start of the semester.






[bookmark: _Toc415216944]Academic Support Services 

MercerOnline staff work with Academic Support Services staff to ensure that best practices, federal regulations, faculty development, and instructional design principles reflect the college’s mission and vision for accessibility.

[bookmark: _Toc415216945]Accessibility and 508 Compliance
Mercer County Community College strives to provide on campus and online classrooms that are fully accessible to all students. All materials adhere to state and federal guidelines and meet Quality Matters standards for accessibility. 

The following guidelines have been adapted from the formalized standards of the 1998 Amendment to Section 508 of the Rehabilitation Act and Quality Matters standards for accessibility[footnoteRef:2]: [2:  These materials were adapted from “Alternative Delivery: Standards, Policies, & Procedures,” Valencia Community College, Orlando, FL available at http://valenciacollege.edu/oit/lts/steeringCommittee/documents/ADP-2009-RevFeb2011.pdf
] 

· Course homepage includes prominent link to Mercer’s Office of Special Services website, which includes information for students on how to gain access to disabilities support services and current ADA policy and/or guidelines: http://www.mccc.edu/student_services_needs.shtml
· Equivalent and alternative means of access to course information, listed below: 
· Audio presentations have text transcripts available
· Videos are accompanied by a text transcript or and/or closed-captioning;
· Images/animations are tagged with descriptive text
· Web pages should be formatted using minimal color-coding as a means to communicate information and rather should use bold or non-color text formatting as appropriate
· Internet links have descriptions which clearly identify their intent and purpose; (for example, rather than “Click Here,” links should be labeled, e.g. “Take Practice Test”)
· If other tools and software are used to deliver the course, they should be ADA (Americans with Disability Act) accessible. This would include external software applications, websites, and/or publisher provided services and content. 

Training also includes an emphasis on the use the principles of Universal Design for Learning. The fundamental methods of Universal Design are achieved by promoting the idea that students with disabilities fall along a continuum of learner differences rather than constitute a separate category. To accommodate this continuum, instructors will be responsible for making adjustments for learner differences, not only for those with disabilities, but for all learners. Curriculum materials should be varied, diverse, and flexible to accommodate the many learner differences. Course design considerations consistent with Universal Design principles include:
· PDF files should be text-backed to enable screen-reader functionality
· HTML-compliant and accessible pages should be optimized for use with screen reader software such as the utilization of CSS (Cascading Style Sheets) to allow separation of textual information from presentation of content
· Implement maximum use of white space—keep information and display simplistic 
· Limit the number of colors on the screen
· Use larger lettering and bulleting lists to separate information
· Provide top and bottom navigation to promote consistency 

For more information on best practices, please view the following sources: 
· Section 508  http://www.section508.gov/  
· Center for Applied Special Technology/Universal Design for Learning http://www.cast.org/about/index.html
· Quality Matters https://www.qmprogram.org/rubric  

[bookmark: _Toc415216946]Faculty Support and Resources for Course Design

MercerOnline supports faculty in the use of Blackboard and best practices in designing, developing, and teaching online and hybrid courses through group training and one-on-one sessions with the MercerOnline team and/or the Instructional Designer. MercerOnline provides technical support for faculty in the use of Blackboard tools and various content-authoring software for which the college holds licenses (e.g., SoftChalk). 

[bookmark: _Toc415216947]Faculty Development Courses 
The MercerOnline staff are committed to developing new faculty to teach online. Annually, they provide the following courses:
[bookmark: _Toc415216948]MO 101/102 (formerly Bb 102), Introduction to Blackboard
A 1-week online training provides the technology skills necessary for faculty who want to have a Blackboard add-on for a face-to-face course or who want to teach a previously designed or Master course.  Faculty who want to have a Blackboard add-on for a face-to-face course must complete the MO 101/102 training or demonstrate prior, comparable training and experience at a peer institution. (Online training will be offered two weeks prior to the start of the semester and then periodically over the course of the semester.) 
[bookmark: _Toc415216949]MO 103, Blackboard Grade Center Training
In the Grade Center, faculty can provide and manage students’ grades for assignments, tests, discussion posts, journals, blogs, and wikis, and for ungraded items, such as surveys or self-tests. Faculty can also create grade columns for any activities or requirements faculty want to grade, such as special projects, participation, or attendance.  This one-hour face-to-face training will help faculty get started with Grade Center.  In order to register for this training faculty must have completed MO 101/102 and have grading plan(s) for the course(s) that will use Blackboard Grade Center.
[bookmark: _Toc415216950]MO 104, Introduction to Google Drive
Google Drive uses free Google online storage that allows faculty to store their PowerPoint lectures, handouts, videos, recordings – anything – online and accessible from any computer as long as you have internet access.  Google Drive allows faculty to ensure that online and face-to-face students have access to the same documents.  It allows also faculty to collaborate/share documents without having to email new versions back and forth.  This one-hour face-to-face training will orient faculty to how start using Google Drive for any teaching mode – online, hybrid, or face-to-face.
[bookmark: _Toc415216951]MO 105, Introduction to Video Everywhere
A one-hour face-to-face training that will introduce faculty to Blackboard’s Video Everywhere tool.  This tool allows faculty to record from a webcam and embed videos throughout their courses.  
[bookmark: _Toc415216952]MO 201, Advanced Blackboard:  Designing and Developing an Online Course
A three –part course that helps faculty members to develop a framework for best practices and strategies for engaging, instructing, supporting, and communicating with students in the online environment. (Note: It is recommended that faculty teach the course face-to-face at Mercer at least once prior to teaching it online.)   (Offered once per semester depending on demand)

[bookmark: _Toc415216953]MO 210, Advanced Blackboard:  Designing and Developing a Hybrid Course 
A "hybrid" learning environment presents considerations, instructional strategies, and design principles that are different from teaching a traditional face-to-face or fully online course. In this course, those who are experienced in teaching online at Mercer County Community College will explore designing and developing a hybrid course. This course is delivered in a "hybrid" format, so the course structure, activities, and assignments model a hybrid learning environment in Blackboard. Participants design and create course material for a new hybrid course you they have previously taught fully online (or face-to-face). (Offered once per semester depending on demand)

[bookmark: _Toc415216954]Faculty Preparation for Online Teaching
A key component of successful teaching and learning in any modality is thorough professional development for faculty. Teaching and learning in the online environment require significantly different preparation and additional skills and pedagogical considerations. Mercer County Community College strives to ensure that faculty members are well prepared for teaching and learning in the alternative delivery environment and has implemented comprehensive programming to support faculty in preparation to teach online and/or use Blackboard for a hybrid course or add-on for a face-to-face course.  

Faculty who wish to have a Blackboard add-on must complete MO 101/102. All requests for add-ons for online classes must be submitted to the MercerOnline team a minimum of three weeks prior to the start of the semester. The MercerOnline staff will not be able to address any requests submitted without the required lead-time until after the second week of the semester. 

Faculty teaching prepared online or Master courses for the first time are also required to complete MO 101/102 prior to teaching the online course or demonstrate prior, comparable training and experience at a peer institution.

In an effort to assist faculty in preparation and maintenance of their fully online and hybrid course shells, MercerOnline has created a checklist with course-quality checks/reminders with suggested timelines[footnoteRef:3].   A link to this checklist will be provided to faculty twice prior to the start of the semester, once with the initial course population request and again when the course population confirmation is provided. [3:  See Appendix 2 for the full Faculty Checklist. ] 


[bookmark: _Toc415216955]New Course Design and Development Guidelines
With the approval of their Department Chair and Dean, faculty who have completed MO 101/102 and MO 201 (or equivalent) may develop new online or hybrid courses. The process is as follows: 

a. First time online instructor (plan for 6 months from start to finish). Faculty member must complete MO 101/102 and MO 201 prior to commencing work on a new online course. 
1. Course outline readiness verified by the Dean of Instructional and Institutional Effectiveness. If the course outline does not meet the current Curriculum Committee standards (specifically, clearly articulated, measurable course-level and unit-level student learning outcomes), the course outline needs to be revised (by course coordinator) before Instructional Design work can commence. 
2. Instructor works with MercerOnline’s Instructional Designer (ID) to design the first unit of the Course Alignment document (aligning course-level and unit-level SLOs with course activities and assessments). The Course Alignment document is the blueprint for the course. (Design)[footnoteRef:4] [4:  See Appendix 3 for the Online and Hybrid Course Alignment Document.] 

3. Instructor and ID develop the first (model) unit in Blackboard. (Develop)
4. Instructor and ID design all the other units of the Course Alignment document. [Faculty are encouraged to review the checklist of required elements in an online class while completing the course alignment document][footnoteRef:5].  (Design) [5:  See Appendix 4 for the Required Elements of Online Classes Checklist. ] 

5. Instructor and ID (supported by technical liaison [a MercerOnline staff member]) develop the other units in Blackboard. (Develop)
6. Completed course is peer-reviewed by a content expert (a MCCC faculty member from the same department/discipline), a MercerOnline staff member, and an experienced online MCCC faculty member.

b. First time hybrid instructor (plan for 6 months from start to finish). Faculty member must complete MO 101/102 and MO 210 prior to commencing work on a new hybrid course. 
1. Course outline readiness verified by the Dean of Instructional and Institutional Effectiveness. If the course outline does not meet the current Curriculum Committee standards (specifically, clearly articulated, measurable course-level and unit-level student learning outcomes), the course outline needs to be revised (by course coordinator) before Instructional Design work can commence. 
2. Instructor works with MercerOnline’s Instructional Designer (ID) to design the first unit of the Course Alignment document (aligning course-level and unit-level SLOs with course activities and assessments, and where these course activities and assessment will occur – online or face-to-face). The Course Alignment document is the blueprint for the course. (Design)[footnoteRef:6] [6:  See Appendix 3 for the Online and Hybrid Course Alignment Document. ] 

3. Instructor and ID develop the first online (model) unit in Blackboard. (Develop)
4. Instructor and ID design all the other online units of the Course Alignment document. [Faculty are encouraged to review the checklist of required elements in a hybrid class while completing the course alignment document][footnoteRef:7].   (Design) [7:  See Appendix 4 for the Required Elements of Online Classes Checklist. ] 

5. Instructor and ID (supported by technical liaison [a MercerOnline staff member]) develop the other online units in Blackboard. (Develop)
6. Completed hybrid course is peer-reviewed by a content expert (a MCCC faculty member from the same department/discipline), a MercerOnline staff member, and an experienced online MCCC faculty member.

c. Experienced online instructor who wants to develop a new fully online or hybrid course  
1. Course outline readiness verified by the Dean of Instructional and Institutional Effectiveness. If the course outline does not meet the current Curriculum Committee standards (specifically, clearly articulated, measurable course-level and unit-level student learning outcomes), the course outline needs to be revised (by course coordinator) before Instructional Design work can commence. 
2. Instructor works with Instructional Designer or other MercerOnline staff member to design the complete Course Alignment document. During consultation session, MercerOnline staff member provides information about the range of assets available for the course: e.g., YouTube videos, publisher materials (animations, tutorials, multimedia resources), content-authoring platforms (SoftChalk, etc.).  (One consultation session).
3. Instructor develops model unit in Blackboard. 
4. MercerOnline staff member consultation session to review model unit. (One session)
5. Instructor develops the other units. 
6. Completed course is peer-reviewed by a content expert (a MCCC faculty member from the same department/discipline), a MercerOnline staff member, and an experienced online MCCC faculty member.

[bookmark: _Toc415216956]Add-On Shells
Faculty who have completed MO 101/102 (or higher) can request a Blackboard shell for a face-to-face class.  MercerOnline staff will upload an MCCC standard template into the blank Blackboard shell. The template, which faculty can customize, serves as the framework for the basic design of the course and is designed to be compliant with Quality Matters standards. Faculty can customize the template.  Activation of the add-on shell will take approximately one week after completion of MO 101/102.  

Since the use of the add-on is the instructor’s choice rather than the student’s choice, MercerOnline recommends that the add-on should not be used for high stakes testing or other components of a student’s grade (although the use of the Blackboard grade center is encouraged to assist students in monitoring their progress in the course). The manner in which Blackboard is used to supplement face-to-face classes should be clearly communicated to students on the syllabus and discussed during the first face-to-face class meeting.  Additionally, MercerOnline recommends that instructors send an email to their class prior to the start of the semester if they plan to use the Blackboard add-on for graded assignments and assessment.  This will allow students to select a different section of the course if they prefer a more traditional face-to-face environment.  [Information regarding the use of add-ons will be reviewed in Fall 2015 after the implementation of Blackboard-available-for all.]

The Blackboard add-on cannot be used in place of face-to-face class meetings.   Only in emergency situations (e.g., faculty illness, weather emergency) should the add-on shell be used in place to class time.

Compensation for development of new online and hybrid courses is laid out in the Faculty Association Contract. 

[bookmark: _Toc415216957]Resources for Learning
MercerOnline staff can support faculty with the development and distribution of the following course materials:
· Web-ready versions of PowerPoint presentations
· Multimedia presentations
· Audio presentations (e.g. brief lecture recordings, podcasts)
· Video presentations (e.g. lecture recordings, demonstrations)
· Blogs
· Google Docs, Sheets, and Presentations
· Other web-based presentations

[bookmark: _Toc415216958]Use of Publisher Materials
Blackboard supports the integration of publisher materials.  Faculty interested in using publisher materials (e.g. McGraw-Hill Connect, Pearson’s MyLab and Mastering, etc.) should contact their publisher’s representative to acquire the necessary materials for Blackboard integration.

Due to the unique nature of each integration, MercerOnline asks that instructors request publisher material integration at least 90 days prior to the beginning of the semester in which resources are to be adopted.  

When contacting MercerOnline to request publisher resource integration, the following information should be provided:
· Course ID and Name
· Textbook information (Publisher, Title, Author, ISBN)
· Publisher representative contact information (Name, phone number, e-mail)
· Name(s) and type(s) of resource(s) to be utilized in course

MercerOnline will contact the instructor once integration has been completed.  Then, the instructor should contact the publisher for training on how to use publisher materials in their Blackboard course(s).

MercerOnline will provide Blackboard support for students in courses that utilize publisher resources.  Faculty and MercerOnline should refer students directly to publisher representatives for assistance with these resources.


[bookmark: _Toc415216959]Academic Conventions

At Mercer County Community College, online class sections are equivalent to on-campus sections of the same class in terms of objectives, competencies, content, and transferability. 

Academic conventions refer to course elements that must be included in all online courses. Every online course should, at a minimum, include course content, interaction, assessment, feedback, and evaluation. Each online course must also provide for the interaction between instructor and student and between students.

[bookmark: _Toc415216960]Class Size
As per the Faculty Union Contract, online class size is capped at 24 students. With the permission of the instructor, additional students may be allowed to enroll in the course. Instructors receive additional compensation for students above 24 (See Faculty Association Contract). 

[bookmark: _Toc415216961]Fair Use and Copyright
Faculty will comply with federal guidelines as they pertain to Digital Millennium Act, TEACH Act, and Copyright Act, and all other related policies. Course content must comply with current Fair Use restrictions and guidelines. In addition, faculty should communicate the implications of these laws, especially as they pertain to plagiarism, ownership, and reuse of copyrighted material contained in their courses, to students. 

[bookmark: _Toc415216962]Intellectual Property Rights
As per the Faculty Contract, if a faculty member uses college resources and receives compensation and/or release time from the college, the faculty member agrees that the online materials developed shall be jointly owned by the individual faculty and the college.  However, if a faculty member develops and offers original online course materials without receiving compensation, release time, or using college resources, the faculty member retains individual ownership of course materials.

[bookmark: _Toc415216963]Course Outlines and Syllabi
Online courses follow the same course outline as face-to-face courses. The student learning outcomes are the same. The activities, assignments, and assessments are appropriate to the teaching and learning mode. 

[bookmark: _Toc415216964]Attendance Verification
Withdrawal is a mandatory process that must be completed at the start of each semester in compliance with Federal Financial Student Aid requirements and college policy. Faculty will withdraw students in Colleague if the students have not engaged in the course by the “never attended” withdrawal deadline (seven days after the start of the semester). Suggested methods for gauging student attendance in the online environment include activities such as emailing the instructor, taking an orientation quiz, posting to the discussion board, or any assignment that enables the faculty member to verify the student’s attendance and intention to continue on the course. (Note: the student must do more than just logging into the course to fulfill the requirement for attendance). 

[bookmark: _Toc415216965]Online Classroom Observation
Instructors of online classes are observed following the same guidelines as face-to-face instructors, as specified in the full-time and adjunct faculty contracts. 

The only faculty union approved classroom observation form is the one developed with face-to-face courses in mind. A version of this observation with prompts to provide a crosswalk between face-to-face and online teaching is available for use by Department Personnel Committees and adjunct liaisons. 

[bookmark: _Toc415216966]Departmental [“Master”] Courses
Departmental Courses (formerly referred to as “Master” Courses) are those which are fully designed and developed by one instructor for use by multiple instructors. The Departmental Course is the shell that will be given to a new faculty member teaching an online course. These courses have been carefully and intentionally designed to include all the best practices in online courses (e.g., QM compliance, presentations, discussion forum questions, interactivity and engagement, graded and non-graded quizzes and assignments, rubrics, grading criteria and weight of assignments, etc.). Instructors can modify up to 20% of the courses to suit their own emphasis, but the courses were designed to be complete and used “as is.” Instructors who customize the departmental course to suit their own emphasis cannot do so at the expense of course coherence or rigor and should not make changes that have the effect of reducing student engagement (student-to-student engagement, student-to-faculty engagement, student-to-content engagement).    


[bookmark: _Toc415216967]Teaching sections with high school dual enrollment students
MercerOnline occasionally offers sections exclusively for dual enrollment high school students. These students are required to fill out a FERPA waiver. It is expected that faculty will notify MercerOnline staff with any concerns about student attendance and performance so that MercerOnline staff can notify appropriate high school personnel (generally the guidance counselors) to plan any necessary interventions.

[bookmark: _Toc415216968]Privacy policy 
MercerOnline will conduct course checks at the beginning of each semester to ensure that courses are up-to-date[footnoteRef:8]. MercerOnline staff may access any component of any online course shell (from current or previous semesters) for the purposes of faculty and student support.  Components accessed may include but are not limited to, course calendar, student assignment submissions, login/access reports for course participants, and grade center entries.   [8:  See Appendix 2 for the complete Faculty Checklist] 


Any adjustments made to course content or configuration will be done with the express consent of the course owner, course coordinator or instructor.  Information derived from MercerOnline access to courses shall be used solely for the purpose(s) indicated in the MercerOnline support ticket and will not be disseminated to parties not directly associated with the support case.


[bookmark: _Toc415216969]Quality Assurance and Continuous Improvement

[bookmark: _Toc415216970]Accreditation
Mercer County Community College is accredited by the Middle States Commission on Higher Education, which has specific guidelines for Distance Learning: Distance Education: Interregional Guidelines for the Evaluation of Distance Education (Online Learning) (2011).
The Dean of Instructional Effectiveness will maintain responsibility for determining that guidelines are met. In 2010, as the college approached programs with more than 50% of their offerings online, a Substantive Change was submitted to and accepted by MSCHE. 

[bookmark: _Toc415216971]Quality Matters™
Mercer County Community College has adopted Quality Matters™ for its peer-based approach to quality assurance and continuous improvement for online and hybrid courses. Quality Matters™ is a set of standards based upon current literature, best practices, and national standards for course design. These standards can be used as a framework to design, revise and improve hybrid and online courses. Quality Matters™ is also a peer review process where trained internal reviewers provide feedback on hybrid and online courses according to a set of standards (QM Rubric) for course design.

Mercer County Community College strives to integrate Quality Matters™ standards throughout all elements of alternative delivery, including the following: 
· Faculty Development and Learning Technology in Alternative Delivery offerings 
· Development of faculty resources for course design and development 
· Alternative delivery standards, policies, and procedures 
· Guidelines for course design and development 
· Guidelines for the improvement of existing courses 
· Internal peer review of new and existing hybrid and online courses 

Rubric for required elements in fully online and hybrid classes (based on best practices in online course design):
1. Course-level Student Learning Outcomes are listed (“After completing this course, students will be able to…”) [these come from the course outline]
2. Unit-level Student Learning Outcomes are listed for each unit/module/chapter (“After completing this unit, students will be able to…”) [these come from the course outline]
3. Presentation of content for each unit (e.g., Voice-over PowerPoint, SoftChalk, etc.)
4. Activities for students to engage with content, with other students and with the instructor (e.g., discussion forum, wikis, blogs, podcasts, embedded videos with viewing guides)
5. [Non-graded] Activities for students to practice mastery of the content prior to graded quizzes or exams (e.g., discussion forum, practice quizzes, crossword puzzles, SoftChalk activities)
6. Graded assignments that assess student mastery of unit-level and course-level student learning outcomes (quizzes, exams, essays, etc.)
7. Clear instructions for students for all activities (on syllabus and on all units) including expectations and grading rubrics (for assignments, discussion forums, etc.)
8. Easy-to-follow learning path

During the Semester:
We ask that all instructors follow these practices as they teach during the semester:
· Respond to student emails within 24 hours (on weekdays)
· Provide prompt feedback on quizzes, tests, and assignments (return graded assignments with feedback within one week)
· Pro-actively support students so that they can be successful with the course:
· Communicate with students at the start of the semester (individual emails sent through Blackboard to students’ MCCC email)
· Use the Announcements section and other methods of communication (calendar, email) to notify students of upcoming deadlines
· Use the Grade Center so students can know where they stand in the course
· Where appropriate, contact students to notify them of missed deadlines so that students will know where they stand in the course and can modify their course behavior to get back on track toward success in the course

[bookmark: _Toc415216972]Peer Course Review Process
The MercerOnline Advisory Council is committed to developing an internal peer review process based on Quality Matters™ standards and the best practices in higher education defined by Chickering and Gamson.[footnoteRef:9] Good practice in undergraduate education:  [9:  Arthur W. Chickering and Zelda F. Gamson (1987), “Seven Principles for Good Practice in Undergraduate Education,” American Association of Higher Education Bulletin, Vol. 39, No. 7, pp. 3-7. ] 

1. Encourages contacts between students and faculty.
2. Develops reciprocity and cooperation among students.
3. Uses active learning techniques.
4. Gives prompt feedback.
5. Emphasizes time on task. 
6. Communicates high expectations. 
7. Respects diverse talents and ways of learning. 
To this list, Mercer would add an 8th practice: Supports students for successful course completion. 
The Mercer County Community College internal peer course review process, as described below, will be piloted in Spring and Fall 2015.
All newly developed online or hybrid courses will be peer-reviewed by a content expert (a MCCC faculty member from the same department/discipline), a MercerOnline staff member, and an experienced online MCCC faculty member.
· Faculty are encouraged, but not required, to undergo the peer-review process whenever substantive changes are made to an online or hybrid course.  
· Additionally, faculty should consider undergoing the peer-review process for add-on shells.  









[bookmark: _Toc415216973]Review and Revision of the Handbook

The MercerOnline Advisory Council is an operational working committee responsible for the oversight of a college-wide vision and mission statement for online learning and for the development and review of the Handbook for Online Teaching and Learning. 

As new programs and services are developed, the handbook will be revised to reflect the current practice of the college. Also, as new programs are deployed (e.g. Faculty Certification Program or Course Approval Process), comments and suggestions will be solicited so that the process may evolve to be as effective as possible. The handbook will undergo a thorough review every two years to evaluate effectiveness, ease of use, and need for changes. The field of distance education is rapidly changing and best practices continue to evolve. Therefore, this handbook is to be viewed as a living document.


Appendix 1: Online and Hybrid Course Offerings (as of December 2014)
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FULLY ONLINE

1. ACC 106 – Office Accounting I     
2. ACC 111 – Principles of Financial Accounting   
3. ACC 112 – Principles of Managerial Accounting    
4. ACC 204 – Auditing 
5. ACC 207 – Computerized Accounting    
6. ACC 214 – Accounting of Non-Profit Organizations
7. ACC 215 – Cost Accounting
8. ANT 101 – Anthropology 
9. ARB 101 – Beginning Arabic I
10. ART 125 – Topics in Contemporary Art
11. BIO 106 – Human Anatomy
12. BIO 113 – Biological Science Concepts
13. BIO 114 – Environmental Science Concepts    
14. BIO 115 – Microbiological Science Concepts    
15. BUS 101 – Introduction to Business   
16. BUS 103 – Business Mathematics    
17. BUS 107 – Business Law I
18. BUS 108 – Business Law II  
19. BUS 109 – Personal Finance
20. BUS 209 – Business Communications    
21. BUS 210 – Principles of Management     
22. BUS 230 – Global Environment of Business    
23. BUS 240 – Human Resource Management 
24. BUS 296 – International Business Practice Firm    
25. CMN 101 – Mass Media 
26. CMN 102 – Media Issues and Ethics  
27. CMN 112 – Public Speaking  
28. CMN 161 – Writing for Media    
29. CMN 215 – Communication and Gender    
30. CRJ 101 – Introduction to the Criminal Justice System
31. CRJ 103 – Introduction to Corrections 
32. CRJ 105 – Criminology     
33. CRJ 212 – Juvenile Justice     
34. DMA 105 – Introduction to Computer Art
35. DMA 145 – Web Design I    
36. ECO 103 – Basic Economics     
37. EDU 102 – Introduction to Exceptional Children     
38. EDU 120 – Introduction to Early Childhood Education
39. ENG 034 – Introduction to College Reading II
40. ENG 101 – English Composition I
41. ENG 102 – English Composition II 
42. ENG 112 – English Composition II with Speech    
43. ENG 208 – Modern American Novel    
44. ENG 221 – Women in Literature    
45. ENG 231 – The Literature of AIDS: Confronting Catastrophe    
46. HIS 101 – History of Western Civilization to 1648
47. HIS 102 – History of Western Civilization Since 1648     
48. HIS 105 – United States History to 1865
49. HIS 106 – United States History Since 1865
50. HIS 112 – World History to 1500    
51. HIS 113 – World History Since 1500
52. HIS 214 – The United States Since 1945    
53. HIS 221 – History of American Women   
54. HOS 118 – Sanitation and Safety in Food Service Operations    
55. HPE 101 – Basic Concepts of Nutrition      
56. HPE 111 – Living with Health
57. HPE 113 – Medical Terminology
58. IST 101 – Computer Concepts with Applications
59. IST 123 – Programming in Visual Basic.NET  
60. IST 140 – The Internet and Computer Technology    
61. LAT 101 – Beginning Latin I    
62. LAT 102 – Beginning Latin II
63. MAT 108 – Topics in Mathematics  
64. MAT 120 – Mathematics for Liberal Arts
65. MKT 101 – Principles of Marketing 
66. MKT 230 – Principles of Retailing   
67. MLT 200 – Clinical Chemistry
68. NET 104 – Fundamentals of Computer Networks    
69. NRS 101 – Entry Into Professional Nursing
70. NUR 151 – Pharmacology in Nursing  
71. PHI 102 – Introduction to Philosophy
72. PHI 205 – Moral Choices
73. POL 101 – The American Political System  
74. POL 205 – Constitutional Law   
75. PSY 101 – Introduction to Psychology
76. PSY 206 – Child Development
77. PSY 207 – Developmental Psychology:  Across the Lifespan
78. PSY 210 – Abnormal Psychology   
79. PTA 101 – Introduction to PTA   
80. PTA 105 – Kinesiology 
81. PTA 241 – PTA Seminar III
82. RAD 107 – Introduction to Radiography
83. SOC 101 – Introduction to Sociology
84. SOC 104 – Sociology of Education
85. SOC 107 – Social Problems   
86. SOC 201 – Marriage and the Family
87. SPA 101 – Beginning Spanish I
88. SPA 102 – Beginning Spanish II
89. STA 101 – Study Abroad Seminar



HYBRID (50% face-to-face and 50% online in Blackboard)

1. 
2. BIO 202 – Woody Plants
3. BIO 215 – Principles of Microbiology
4. CMN 144 – Screenwriting
5. CMN 151 – Introduction to Radio
6. COS 101 – Introduction to Computer Science
7. COS 102 – Computer Science I – Algorithms and Programming
8. BUS 296 – Business Practice Firm
9. ENG 034 – Introduction to College Reading II
10. FRE 101 – Beginning French I
11. FRE 102 – Beginning French II
12. FUN 203 – Funeral Service Principles
13. FUN 206 – Introduction to Funeral Service
14. FUN 215 – Funeral Service Law
15. FUN 227 – Restorative Art
16. FUN 229 – Funeral Service Counseling
17. HPE 105 – First Aid CPR and AED
18. IST 108 – Programming with Mobile Application Development
19. MAT 120 – Mathematics for Liberal Arts
20. MAT 135 – Intermediate Algebra with Applications
21. NRS 110 – Fundamental Concepts of Nursing
22. OHT 121 – Herbaceous Plants
23. OST 219 – Word Processing Concepts & Applications
24. PSY 101 – Introduction to Psychology
25. SOC 101 – Introduction to Sociology
26. SOC 104 – Sociology of Education
27. SOC 107 – Social Problems
28. SPA 102 – Beginning Spanish II



Appendix 2: Faculty Check List for Online and Hybrid Class Preparation

Four Weeks Prior to Start of Class
· Check to make sure correct course was copied.

Three Weeks Prior to Start of Class
· Course content integrity check: 
· review web links
· presentations
· videos
· documents 
· discussion forums
· quizzes
· tests

Two Weeks Prior to the Start of Class
1. Update and post Syllabus, to include: 
· textbook information
· course policies/expectations
· assignments and due dates
· instructor contact information
· office hours (virtual or on-campus)
· course grading scale

· Update Assignment Rubrics
· Review and update Grade Center
· Adjust all assignment release/due dates in the course.  
· Add snapshot of Course Calendar with assignment due dates to Course Info section
· Hide from student view any materials you are not ready to share with students

One Week Prior to Start of Class*
· Update discussion forum/thread
· Add a Welcome Announcement to the course.  The announcement should include:
· A welcome message and short introduction of who you are and how you wish to be contacted.
· Directions on how the students should proceed. (e.g. click “Course Info” link, go to “Lessons” section, post to introductory discussion forum, etc.)
· A statement of the first deadlines for the course.
· Once you’ve got everything configured, use the student preview to ensure course materials are viewable to students by the start date.

*Note:  Courses are made available to students on the date of the first orientation session, typically 4-5 days prior to the start of the semester.
Appendix 3:  Online and Hybrid Course Alignment Document

	Course Competencies/Goals
	General Education Knowledge Goals
	MCCC Core Skills

	
Upon completing the course, student will be able to:

 
1. 

2. 

3. 

4. 

5. 

6. 
















Note: Be sure to re-examine Course Competencies/Goals and modify, as needed, based on Bloom’s Taxonomy. Update the Dept. Course Outline and Course Syllabus if changes have been made and review with Course Coordinator for approval.
	
Select from the drop down box the General Education Knowledge Goals the apply to your course:
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.










Note: Refer to the Course Outline Template to identify Gen. Ed. Goals. Be sure to add Goal 4 Technology if not already included. Update the Dept. Course Outline and Course Syllabus if changes have been made and review with Course Coordinator for approval.
	
Select from the drop down box the MCCC Core Skills that apply to your course:
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.
· Choose an item.













Note:  Refer to the Course Outline Template to identify MCCC Core Skills. Be sure to add Goal E Computer Literacy if not already included. Update the Dept. Course Outline and Course Syllabus if changes have been made and review with Course Coordinator for approval.





	Unit Student Learning Objectives
	Unit Student Assessments & Activities

	Unit:  [Type # and Title] (Identify the ‘Weeks’ when unit occurs in the semester; e.g., Week 2]

At the end of this unit, students will be able to:

1. [Type objective #1 here.] 
Choose Gen Ed Goal: Choose an item.
Choose Core Skills: Choose an item.


2. [Type objective #2 here.] 
Choose Gen Ed Goal: Choose an item.
Choose Core Skills: Choose an item.


3. [Type objective #3 here.] 
Choose Gen Ed Goal: Choose an item.
Choose Core Skills: Choose an item.


4. [Type objective #4 here.] 
Choose Gen Ed Goal: Choose an item.
Choose Core Skills: Choose an item.


5. [Type objective #5 here.] 
Choose Gen Ed Goal: Choose an item.
Choose Core Skills: Choose an item.


6. [Type objective #6 here.] 
Choose Gen Ed Goal: Choose an item.
Choose Core Skills: Choose an item.


Note: Be sure to re-examine unit learning objectives and modify, as needed, based on Bloom’s Taxonomy. Update the Dept. Course Outline and Course Syllabus if changes have been made and review with Course Coordinator for approval.
	Unit:  [Type # and Title]






· [type the activity with a description here]


For Hybrid Courses:
[Specify HERE whether ONLINE or IN-CLASS Component] [Week(s) & Day(s] 


List all items in the sequence that you would like students to go through. Be sure to ‘cross-align’ each item with Unit Learning Objective(s).








Appendix 4:  Checklist - Required Elements in Online Classes 

	Course elements	
	Yes
	No
	Comments

	1. Course-level Student Learning Outcomes are listed (“After completing this course, students will be able to…”) 
	
	
	

	2. Unit-level Student Learning Outcomes are listed for each unit/module/chapter (“After completing this unit, students will be able to…”) 
	
	
	

	3. Presentation of content for each unit (e.g., Voice-over PowerPoint, SoftChalk, etc.) 
	
	
	

	4. Activities for students to engage with content, with other students and with the instructor (e.g., discussion forum, wikis, blogs, podcasts, embedded videos with viewing guides) 
	
	
	

	· Discussion forum
	
	
	

	· Wikis or blogs
	
	
	

	· Podcasts
	
	
	

	· interactive presentations (SoftChalk, Articulate, VoiceThread) 
	
	
	

	5. [Non-graded] Activities for students to practice mastery of the content prior to graded quizzes or exams (e.g., discussion forum, practice quizzes, crossword puzzles, SoftChalk activities) 
	
	
	

	6. Graded assignments that assess student mastery of unit-level and course-level student learning outcomes 
	
	
	

	· quizzes
	
	
	

	· exams
	
	
	

	· essays
	
	
	

	7. Clear instructions for students for all activities (on syllabus and on all units) including expectations and grading rubrics (for assignments, discussion forums, etc.) 
	
	
	

	8. Easy-to-follow learning path 
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