Rename: Course Delivery Mode Policy (Formerly
Remotely-Delivered (Virtual & Online) Courses)

Policy

Ramapo College will offer high-quality, well-coordinated remetely-delivered

{virtdal-and-online)-courses and programs and provide appropriate_course
delivery modes, resources, training, and support for faculty and students

engaged in remete-teaching and learning.

Reason for Policy

To set forth guidelines for administration, faculty, students, and staff participating

in selecting the optimal delivery mode to produce the most effective learning

experiences.er-supperting-remote-struction

To Whom Does The Policy Apply

Ramapo College faculty, staff, and students

Related Documents



Procedure, Remotely-Delivered (Virtual & Online) Courses Manual, ARC Manual,
Policy 300-R Credit Hours, Policy 604 Responsible Use of Electronic

Communication, MOA on Intellectual Property and Online Courses

Contacts

Office of the Provost: 201-684-7532

Standards and Procedures for Assigning Course
Delivery Modes-Planning-and-Offering-Remotehy-
! v | line: |

General Information and Purpose

Ramapo College recognizes the significance of organizing the remete-{virtual-and
online)-academic offerings of the institution so that well-coordinated and highly
effective learning experiences will be delivered. Coordination of remete-academic

offerings is required to provide the necessary resources and assistance to faculty,

to provide support services to students-wheo-are-enrolied-inremotely-delivered

components-to-optimize-the-use-of Collegeresources, and to ensure consistent and

fair policies and procedures are established and abided by faculty and students.
Organized and well-coordinated remetely-delivered-academic offerings facilitate
marketing and promotional strategies and strengthen the College’s image as an



inhovative-and-technologically-progressive-institution_dedicated to the success of

our students.

The following directives and guidelines are intended to assist with planning,

coordination, and establishment of ongoing technelegical-support for participating
faculty, administration, and staff. They are built on and support current academic
and curricular guidelines, RCNJ Academic and Board Policies, and the College’s
Mission Statement and Strategic Plan and shall apply to new remete-academic

offerings, as well as to existing courses and programs-in-which-the-method-of

persen-on-campus-nastruction. This policymanual applies to all Ramapo College
credit-bearing courses and “developmental” (0-level) courses-thatinclideremotely-
delprsodennioa

Definitions

(Ed: Do we still need to use “remote” at all? It seems like we could avoid it

throughout the whole document) The terms “remote teaching” and “remote



learning” are used here to refer to instruction where the teacher and the student are
not together meeting face-to-face in a physical classroom on campus (i.e., on the
main campus of the College or at a Ramapo-affiliated off-site location); rather, the
learning is acemmunication-is accomplished asynchronously through the use of the
learning management system and other technologies.one-ermere-instructional

Asynchronous

Not at the same time, as in whenever a student is able to complete the work as per

their availability (Note: Students must meet established deadlines.)

Course

“Course” refers to any learning experience offered for college credit or otherwise

required for a degree or certificate.

Course Delivery Modes

M%&ddhew—medesw@ksu#edi%eae#e&mﬁhe Convening
Group of each academic program (or Director of college-wide programs or

courses), in consultation with their respective Academic Dean, should determine
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the appropriate mode(s) for specific courses within their discipline.-l-is-alse-strengly

As always, work conditions, assignment of course load, etc. set forth in the AFT

Collective Bargaining Agreement and any memoranda of agreement with the local

union must be followed.

The course delivery modes listed below are modes that will be have-been-offered at

» In-Person_(Lecture LECo+ | AB Studiocataleg-codes): In-person courses will

hold all scheduled class meetings face-to-face on campus.

» Asynchronous Online (ASYNC catalog code): Online Asynchronous courses

require students to independently learn content by completing instructor-created

asynchronous learning opportunities. No synchronous class meetings are held, and

no class meetings are held on campus. Rather, the student interacts with course

material, the instructor, and other students enrolled in the course through

Ramapo’s learning management system. Students must meet established

deadlines for submitting assigned work, which is to be completed on their own time.




» Hybrid_(HYB eataleg-code) ir-Persen-Asynchronous: Hybrid in-persen-

asynehreneus-courses sections deliver course content through a combination of
face-to-face, on-campus class meetings and instructor-created asynchronous
learning experiences, which must be completed by the students as per established
deadlines. A typical hybrid pattern would include one in-person meeting per week.
[Note: The asynchronous learning experiences that replace one class meeting
should take the students approximately the same amount of time as one scheduled
class meeting to complete. That is, the total amount of face-to-face class time plus
asynchronous learning time should equal the number of required instructional
minutes per week as per the definition of a credit hour — see Credit Hours Policy at
https://www.ramapo.edu/provost/policy/credit-hours/ for further information.] Both

synchronous and asynchronous course content should be clearly delineated in the

syllabus.

» Virtual Synchronous: Virtual synchronous courses hold all scheduled class
meetings virtually. No class meetings are held on campus, but instructors can

administer exams, tests, quizzes, etc. on campus under certain conditions and

depending on room availability.



https://www.ramapo.edu/provost/policy/credit-hours/

» Synchronous: at the same time, as in during the scheduled class meeting time_in

person.



H-sSynchronous_meetings meetings-arerequired;they-must-be are specified in the

course schedule and in the course syllabus so that the students will be aware of
any/all required meetings upon registration. Instructors cannot add any class
meetings outside of those indicated in the course schedule at the time of
registration. The course schedule and the course syllabus must also clearly
indicate whether students are required to attend any outside-of-class activities or
events (e.g., field trips, performances) along with specific dates and times.

(Regardiess-of For all delivery modesmede, t)-Fhe total instructional time — whether
in person erremote,-synehronous-oror asynchronous — and student preparation

time for the course must conform to Ramapo College’s Policy 300-R Credit Hours

(https://www.ramapo.edu/provost/policy/credit-hours/).

Contingencies

In the event of a College-wide emergency or special situation, the Provost can alter

course delivery modes. The Provost will communicate a change in course delivery

modes to instructors and students by email.

In the event of a personal emergency or extenuating circumstancespecial-situation,

an instructor will consult with their respective Dean to accommodate the can-alter
the-delivery of the learning experience. aface-to-face class-sessionto-an

Commented [2]: Are we keeping a synchronous option
here for situations such as My car broke down so we
are meeting online?



https://www.ramapo.edu/provost/policy/credit-hours/

theirrespective Dean-If a change is made, tFhe instructor will communicate the

change in ceurse-delivery mode for that specific class session to students by email

and through the learning management system.
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Selection Course Delivery Mode and of Materials-and

Effectiveness of the Curriculum



E%eeep{—whem—sta{ed—e%heﬂﬁise,—faculty members, Conveners, -and the Dean of

the School; which offers the course, collaboratively decide the appropriate course

delivery mode. assume-responsibility-for-course-oversightand-adherence-to

The reasons for selecting a remete-delivery mode of courses, programs, or course
components may include increasing student access to faculty, educational
resources, and one another, and providing students with choices of course delivery

modes while maintaining (or exceeding) the curricular standards-and-student

For-courses-designed-to-be-delivered-remotely-for non-emergency purposes, the

process is as follows:

e—Faculty members must obtain consensus from the Convening Group
and approval from the Academic Dean[1] prior to offering a course in
any remote delivery mode. {Nete:-Exeeptions-can-be-made-to
tions. It it



https://www.ramapo.edu/provost/policy/remotely-delivered-virtual-online-courses-policy-300-t-procedures-manual/#_ftn1
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or-may-reguire-on-campus-attendance. Commented [4]: are office hours online for an online

course?

== Q HH | Commented [5]: This information is valuable but not
| needed in this policy.







Faculty Responsibility



Faculty will inform students in the course syllabus about course-specific technical
skill prerequisites and required hardware, software, and supplementary materials

necessary for course participation, prior to the start of the course. The course

syllabus will also provide details about any scheduled virtual-syrehronous-orin-
persen,-on-campus-class-meetings that students are required to attend. Such
information should be included in the “syllabus” section of the course description in
the course schedule. Faculty may also electronically distribute the syllabus to
registered students prior to the start of the semester (e.g., via email, posting in the
learning management system). (Note: This is highly recommended for courses
offered during the condensed winter and summer terms so that students are able to

obtain or purchase course-required materials in a timely manner.)

Faculty will ensure that the primary portal through which students access remotely-
delivered course content is the College’s current learning management system,
which is considered to be “the product of record for the course.” The learning
management system automatically provides access to course content to all
students enrolled in the course. Secondary products should be approved and
supported by ITS to einsure adherence to privacy and security policies and should
be accessed via the College’s learning management system whenever possible.
(Note: The College does not endorse or support many/all third-party products,

platforms, and instructional technologies.)

Faculty who offer asynchronous eedrses-or hybrid courses with-aremeotely-
delivered-codrse-compenent-must be available to interact individually and in a

timely manner with their students (e.g., via emalil, telephone, chat room, video
conferencing). This interaction should be conducted, as needed, during the faculty
member’s regularly-scheduled office hours.



Faculty who teach asynchronous or hybrid courses remetehywill acquire sufficient

skill with various instructional technologies that allows them to present course
content and distribute course material effectively. This skill acquisition may be
accomplished and supported, as necessary, by consulting with ITS and IDC
technical support personnel and by attending training sessions and teaching circles
offered by the IDC (https://www.ramapo.edu/idc/) and/or the Faculty Resource
Center (FRC, https://www.ramapo.edu/frc/)

All Ramapo students, especially those who enroll in asynchronouslyremetehy-

delivered courses or hybrid courses-with-remetely-delivered-content, may be
required to post or deliver materials electronically-and/er-during-virtual-class

meetings. Faculty must inform students in the course syllabus whether their
participation, presentation, or work submitted fora-virtual-class-session-will be

video recorded.

Students must also be informed of the circumstances under which those outside
the course may have access to any video recordings in which their participation,
their presentations, or their work submissions may appear. Faculty must obtain
written permission from students whose likeness will be video recorded for use
outside the classroom via the form “Release of Information for Academic
Course.pdf,” which may be accessed at https://www.ramapo.edu/provost/wp-
content/uploads/sites/380/2021/01/Release-of-Information-for-Academic-Course-
fillable-form.pdf. If any students are unwilling to be video recorded, the instructor
should direct them to turn off their cameras during the portion of the class meeting
that is to be video recorded. (Note: Audio recordings of class meetings, which are
permitted for certain OSS-affiliated students who have been approved for such
accommodations, are allowed with no explicit permission required. OSS-affiliated

students who are allowed to record classes are, by default, permitted to audio
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record — not video record — class meetings.) Content that is recorded via the use of
“Shared Content” or “sharing the screen” does not require permission (i.e., unless
the presenter’s likeness is recorded or their work will be shared with individuals not

enrolled in the course).

Faculty should not grant individual requests from students to audio or video record
class meetings. Audio recording of a class as a disability-related accommodation
should only occur after a student has been approved for such an accommodation

through the Office of Specialized Services.

Faculty should ensure their course syllabi conform to the Syllabus Template found
in the Academic and Curricular Guidelines Manual. Faculty should also ensure that
students are aware that all policies, including the Academic Integrity Policy, apply

to all courses regardless of the course delivery mode.

Faculty must abide by the standards and practices adopted by the College to be
certain that the student who participates in and completes the course is the same
student who registered for the course and receives academic credit. At a minimum,
faculty must confirm that their students are securely logging into the learning
management system and using their Ramapo email accounts.

Recording Class Sessions












[Commented [6]: Broken link

Technical Assistance

The College is responsible for the technological delivery of the course utilizing

instructional technologies, platforms, software, and other products supported by the



College; however, the College is not obligated to provide technical support for a
product that is not supported or endorsed by the College. The College will ensure
that the necessary, College-supported technology and equipment is identified and
in place, appropriate training for faculty members is available, and faculty members

have access to adequate technical support personnel.
Available Technology and Equipment

The College will provide faculty with access to all College-supported equipment and

products that allow for successful instruction-in-+emetely-delivered-courses-and

dedesnsmesthntinelude remetehedeliaresesuss semmsenenis, The College

may adopt a particular product (e.g., a learning management system such as
Canvas), which will be considered the “product of record” for all courses that utilize

or are built with this product.

Training for Teaching

Training on all College-supported technology and equipment, as well as on best
practices, is available to all Ramapo faculty (i.e., part-time and full-time faculty,
faculty who teach courses via all delivery modes) through the IDC. Visit:

www.ramapo.edu/idc for workshops and individual training opportunities.

Availability of Assistance

Faculty may obtain assistance from the IDC. Students may obtain assistance
through the ITS Helpdesk.


http://www.ramapo.edu/idc

Intellectual Property

Copyright Ownership

The materials created by faculty members for remetely-delivered-asynchronous
courses-and hybrid courses that-include remotely-delivered-course-components

courses-will be treated in exactly the same manner as materials created by faculty
members for traditional in-person courses. That is, intellectual property rights to
instructor-created course content and materials are the same regardless of course

delivery mode.

The current memorandum of agreement (MOA) with the AFT, which may be found
on the Ramapo College Employee Relations website at
https://www.ramapo.edu/er/wp-content/uploads/sites/81/2020/11/MOA-Intellectual-
Property-and-Online-Courses.pdf, provides additional information on the scope and

ownership of intellectual property.
Changing and Updating Materials & Re-Transmission of Courses

Courses, course content and materials, virtual-class meetings, etc. shall not be
audio or video recorded by the College without the prior knowledge and written
consent of the faculty member who created or taught the course. Even with consent
to record, such recordings are not to be re-used, revised, shared, or distributed

without the separate written consent of the faculty member.


https://www.ramapo.edu/er/wp-content/uploads/sites/81/2020/11/MOA-Intellectual-Property-and-Online-Courses.pdf
https://www.ramapo.edu/er/wp-content/uploads/sites/81/2020/11/MOA-Intellectual-Property-and-Online-Courses.pdf

The faculty member (or an appropriate faculty body) who creates the \remotely-
delivered-course ortheremotely—delivered-hybrid-course-compeonent-{including
adapting-a-pre-existing-traditionain-persen-course)-shall exercise control over the
future use, modification, and distribution of audio or video recorded course content
and materials, virtual-class meetings, etc. and shall determine whether/when the
course in whole or particular items of the course should be withdrawn from use.
The faculty member (or an appropriate faculty body) who creates the remetely-
delivered-course erthe-remotely-delivered-hybrid-course-eemponent-is responsible
for all revisions or modifications that may be required, including those resulting from

programmatic and technological changes.

Miscellaneous

Student Transcripts

All courses included in the Undergraduate and Graduate Catalogs may be offered
in asynchronous fuly-remete-or hybrid delivery modes if feasible as determined by
the Convening Groups, but these courses will not be distinguished on transcripts

from sections of these courses delivered in traditional in-person format.
Tuition & Fees

Tuition and fees for courses are determined by student level (undergraduate or

graduate). Tuition and fees may vary depending on the course delivery mode. All



tuition and fees shall be set by the College administration and approved by the

Board of Trustees.



