[bookmark: _GoBack]Course Policies

*NOTE: Delete any policies and procedures not pertinent to the course.
Participation in Orientation or Readiness Tests:
· A link or access to the University's online learning orientation course.
Participation Guidelines:
· Sample: You are expected to spend at least the same amount of time on this course as you would any traditional college course. That means that for a course that meets 3 hours per week and has six hours of homework, you would be spending 9 hours per week on the course. Since class time and homework are combined in an online course, expect to spend at least 9 hours total on your online course per week.

Discussion Forum participation is mandatory to pass this course. See Discussion Board Rubrics and Etiquette for specific requirements.
Integrity/Cheating/ Plagiarism:
· Set apart from the University's policies about student conduct, consider what is important to you, as the instructor and develop your own policy. Most integrity policies focus on the consequences. Excellent policies also explain the difference between cheating and plagiarism, give students information about how to avoid plagiarizing, and cover why it is important for students to maintain their own integrity.
Technical Issues:
· Link to the University's Help Desk (provided on the course menu)
· Policy and procedure for technical course issues.
· Example: In the case of any I will adjust any affected due dates accordingly.

· Policy and procedure for student-based technical difficulties.
· Example: If you're having technical difficulties that are affecting your work in the course, please notify me via email as soon as possible.

· Policy and procedure for Tests/Quizzes/Exams.
· Example: Retakes for an exam will only be given within reason. If you're having any technical issues accessing Blackboard please be sure to contact the ECSU Help Desk and submit a ticket (see course menu on the left-hand side).
Syllabus Quiz:
· To confirm students read the syllabus a mini quiz could be given.  The quiz can be retaken as often as needed to get 100% to confirm students fully read the syllabus.
Due Dates and Late Work Policies:
· Provide due dates for assessments and a clear late work policy.
Email and Grading Turn- Around Times:
· Turnaround time for replying to student emails.
· Turnaround time for grading assessments.
Email Usage:
· Recommendation:  Inform students that email should be used only for private conversations with you about problems in class or grade issues.  Everything else should be done through the Q&A discussion forum where you can reach the whole class with one answer to a popular question. If you check your Q&A forum at least once a day, students will use it over the longer email process.  If you find yourself providing the same answer over and over again to different students, it might be an indication that you have to adjust lessons in the course, which can be addressed in an announcement.
Email Naming Conventions:
· Recommendation: Provide a naming convention for students to use when emailing, such as including course ID number and topic of their email.  This allows you to sort your email and triage your answers.
· Example Subject:  20015.202040 - ENG 101: Final Exam Question
Grade Information and Rubrics for Assessments:
· Clearly post grading policies and course rubrics.
· Recommendation: Provide assignment samples whenever possible.

· NOTE: The Blackboard course rubrics tool is another option to provide students feedback within assessments.
· Blackboard Course Rubrics Tool Guide
Timeline for Discussion Posting:
· Provide a day when students are to post to a discussion forum and a day when they are to reply to 2 or more peers.
· Recommendation: The initial posting day to a discussion forum should be early enough for students to reply to one another.
Student Responsibilities:
· Post a list of student responsibilities.
· Example: Student is responsible for saving all course work on their end, the instructor will not be responsible for producing lost work.
