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3357:15-13-01 Academic Calendar.

(A)  Semester System. The College academic year is based on the semester
system consisting of two terms, each of which is normally 16 weeks in
duration.

(B)  Summer Sessions. The summer session consists of 5-, 8- or 10-week
sessions.

(C)  Flexible Scheduling. Courses may be offered anytime as needed.



3357:15-13-02 Instructional Programs.

(A)

(B)

(©)

(D)

(E)

Instructional programs and courses of study shall be developed and offered

in the following appropriate ways to fulfill the educational mission of the

institution.

1 Associate Degree Programs. The college will offer associate degree
programs devel oped in accordance with the provisions of Ohio
Board of Regents.

2. Academic Credit. Each associate degree program must contain a
minimum of 60 semester credits of enrollment and should not
exceed a maximum of 74 semester credits.

3. Degree Titles. Upon evidence of satisfactory completion of an approved

program previously authorized by the Ohio Board of Regents, the

Board of Trustees may confer the following degrees:

@ The Associate of Applied Business

(b The Associate of Applied Science

(c) The Associate of Technical Studies

(d) The Associate of Science Degree (joint degree with Kent
State University)

(e The Associate of Arts Degree (joint degree with Kent State
University)

Specid Interest Programs. The College provides instruction, classes and
programsin awide variety of special interest areas.

Seminars, Workshops, and Conferences. The College will sponsor those
eventsin keeping with the mission and vision of the College.

Certificate Programs. The College offers certificate programs to meet
specific technical needs of the community.

Contract Training. The Corporate and Community Services division offers
contract training/education programs to business, industry, health care
facilities and non-profit organizations. Contract training services are
convenient, cost-effective and customized to meet the unique needs of
individual companies.



3357:15-13-03 Academic Regulations.

(A)

(B)

Full-Time, Part-Time, FTE Definitions.

D)

2)

3

Full-Time. A full-timestudent isonewhoisofficially enrolledinthe
College for aminimum of 12 semester hours of course work.

Part-Time. A part-time student isonewho isofficialy enrolledinthe
college for less than 12 semester hours of course work.

FTE. Full-time equivalent student (FTE) is calculated by the Ohio
Board of Regents as total student credit hours divided by 30.

Prerequisite.

D)

2

3)

(4)

Certain courses require that the student meet prerequisitesin order to
register for the course. The prerequisite course(s) are designated by
the academic departmentsto assi st the student in sel ection appropriate
course levels. The prerequisite(s) may be one or more courses, a
minimum placement test score, or aminimum gradein aprerequisite
course(s). The student may register for the course even if the student
has not completed the course prerequisite(s) provided the student is
currently enrolled in the prerequisite course(s).

Departments may elect to have the course that required the
prerequisite dropped from the student’ s schedule if the student does
not satisfactorily complete the prerequisite course(s). To ensure
proper placement, prerequisitesfor all classes will be checked at the
time of registration.

If a student has taken a prerequisite course(s) at another institutions
other than Stark State College, the student should request to have an
official  transcript (raised seal) sent to the Academic
Record/Registrar’ s Office prior to registration or bring an unofficial
copy of the transcript for purposes of verification at time of
registration. All verifications will be kept with the student’s
Academic Record in the Registrar’ s Office.

The department of the student’s current magjor may establish the
requirementsfor prerequisitegrades. If the major department does not
specify the prerequisite grade, the passing grade established by the
department offering the course will apply.



3357:15-13-03

(©)

Corequisite.

(1)

)

©)

(4)

A corequisite isacourse that must be taken at the sametime or prior
to another course(s) as designated by the academic department.

Departments may elect to have the course that required the
corequisite dropped from the student’s schedule if the student does
not satisfactorily complete the corequisite course(s). To ensure
proper placement, corequisites for all classes will be checked at the
time of registration.

If a student has taken a corequisite course(s) at another institution
other than Stark State College, the student should request to have an
official  transcript (raised seal) sent to the Academic
Record/Registrar’ s Office prior to registration or bring an unofficial
copy of the transcript for purposes of verification at time of
registration. All verifications will be kept with the student’s
Academic Record in the Registrar’s Office. Corequisite overrides
will be considered prior to the start of the semester. Override request
can be made directly to the appropriate department chair through
email or appointment. At thetime of initial registration, Admissions
counselors will process atemporary override with final approval of
the department chair. The students will be notified of approval or
denial through postal mail.

The department of the student’s current magjor may establish the
requirementsfor prerequisitegrades. If the ma or department does not
specify the prerequisite grade, the passing grade established by the
department offering the course will apply.

(D) Grading System.

(1)

Final Grades. Final Gradesareissued at the end of eachterm. Letter

grades are used to indicate performance for the course.



3357:15-13-03

)

®3)

(4)

Quality Points. Letter grades earn the following quality points:

A Superior 4
B Good 3
C Average 2
D Below Average 1
F Failed 0
*IN Incomplete 0
*W Withdrawn 0
*AUD Audit 0
*CR Credit 0
*NC No Credit 0
*|P In Progress 0

IP - In Progress: Indicates that the student has not completed the
scheduled course work during the term because the nature of the
course or special circumstances do not permit compl etion within that
time.

*Not calculated in GPA

Grade-Point Average. The student's grade-point averageis computed
by the following formula:

Total Quality Points Earned Equals Grade Point Average
Divided by Total Units of Credit Attempted

Repeating a Course Policy: When a student repeats a course, both
gradeswill appear on the academic record, and the most recent grade
will be used in calculating the grade point average. Prior to
registering for the course a third time, including withdrawals, a
student must meet with hisher academic advisor. Individua
departments may have more restrictive guidelines. Course grades
from another institution will not replace a Stark State College of
Technology grade nor will they be used in cal cul ating the grade point
average.
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(E)

(E)

Early Alert Policy.

Students not making satisfactory academic progressin aclasswill be sent an
Early Alert letter and electronic communication on or before the completion
of 25% of the course. Thisletter and electronic communication will inform
students of their lack of academic progress and will detail various academic
support services available to them through the College.

Procedures.

Q) The Office of the Provost will email faculty membersdirecting them
to identify students failing to make satisfactory academic progress.

2 Faculty members will enter the appropriate code for students
receiving an Early Alert in the Student Information System.

3 The Academic Records/Registrar’ s Office will send the Early Alert

|etter and el ectronic communication to students

Incompl ete Policy.

(1)

)

©)

The grade of incomplete (IN) may be given only if 75 percent of the
required work in a course is complete and, based on that work, the
student isearning apassing grade. To receivean IN, the student must
request this grade by contacting the instructor before grades are
submitted. If the instructor agrees to grant an IN for the course, an
Incomplete (IN) Agreement Form shall be completed and signed by
the student and instructor within thirty (30) days of the request. A
copy of the completed form will be forwarded to the department
chair. The requirements of the agreement must be met within thirty
(30) calendar days of the signed agreement. Following the
completion date, a Change of Grade Form will be submitted by the
instructor or department chair.

At the discretion of the instructor and with the concurrence of the
department chair, the conditions for the granting an IN and the time
l[imit for completion may be atered in extenuating circumstances.

Incompl ete Policy Procedure
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@ Based on theincomplete policy, astudent may request agrade
of incomplete (IN) for the course from the course instructor.

(b) If theinstructor agreesto grant an IN grade, theinstructor will
complete an Incomplete (IN) Agreement Form, which will
outline the remaining requirements and the due date. Both the
student and instructor must sign the IN Agreement Form.

(© If all work is completed as specified in the Agreement, then
the IN grade will be changed to an appropriate one. If the
terms of the Agreement are not fulfilled by its completion
date, the IN grade will be changed to an F.

(F)  President’sList.

Q) A President’s List of the names of al eligible students who have
achieved a grade point average of 4.0 for the semester will be posted
on that semester’s President’s List.

2 To be €digible, any student taking 15 credits or more during a
semester who has earned a grade point average of 4.0 during that
semester is placed on the President’s List for outstanding academic
achievement.

(©)) Credit earned in acoursefor which the grade of Credit or Satisfactory
is achieved will not be counted in part of the 15 semester credit
minimum. No student who has an IN (Incomplete) at the end of the
semester iseligible.

(G) Dean'slList.

Q) A Dean’'sList of the names of al eligiblewho achieved agrade point
average of 3.5 or better for the semester will be posted on that
semester’s Dean’s List.

2 To bedigible, students who have completed 12 credit hours or more
during the semester will be listed as full-time on the Dean’s List.
Students who have completed at least six but fewer than 12 credit
hours will be listed at part-time students. Students who have taken
fewer than six credit hours during a semester will not be recognized
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®3)

on the Dean's List.
6

Credit earned in acoursefor which the grade of Credit or Satisfactory
is achieved will not be counted in part of the semester-credit
minimum. No student who hasan IN (Incomplete), D, or F at theend
of the semester isdligible.

(H)  Academic Probation and Dismissal.

1)

)

©)

(4)

©)

Probation isan emphatic messageto alert the studentsthat the quality
of their work must improveif they are to obtain the minimum grades
required for graduation.

Students who fail to maintain a cumulative grade point average of
2.00 will be placed on academic probation. Students placed on
probation must show considerableimprovement in classwork, or face
being dismissed from the college. Students on academic probation
must meet with and have their registration form signed by their
academic advisor prior to registering in person in the Academic
Records/Registrar’ s Office.

Students will be subject to academic dismissal if they have been on
academic probation for one term and do not achieve the required
cumulative grade point average for the hours attempted during the
next term in which they are enrolled.

Removal of probation status for studentsis automatic when students
raise their accumul ated grade point average above a 2.00.

After the following specified number of credit hours is attempted,
students will be dismissed from the collegeif their cumulative grade
point average falls below the following minimums:

Credit Hours Cumulative Point Average
12 1.00**

24 1.25

30 1.50

45 1.75

60+ 2.00



**No student will be dismissed with less than two completed terms.
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(1)

Q)

(6) Students completing an academic term with a 2.00 grade point
average for that term will not be dismissed from the college.

) Students may apply for reinstatement after one term through the
department chair and appropriate dean.

(8 Students dismissed may appeal the action to the Appeals Committee
consisting of the appropriate department chairs and the Provost.

Academic Advisors.

Q) The department chair and faculty members in each technol ogy will
serve as academic advisorsto the students enrolled in that particul ar
technology.

2 Each department chair has the responsibility of equitably dividing
among the members of the department the students majoring in that
department.

(©)) Students will be notified of their academic advisor.
Class Attendance Policy.

Attendance must be taken in all classes. This is necessary in order to
document that students who are ligible for the federal financia aid attend
class.

Non-attendees must be dropped since the federal government mandates
federal monies for non-attendees who receive federal financial aid be
returned. A student is considered a non-attendee in any course modality
when he/she does not physically attend aclass or does not login to the course
prior to completion of 25% of the course.

Therefore, Stark State will monitor class attendancefor ALL studentssinceit
is not obvious which students receive federal financial aid funds. Students
who receive federa financial aid and do not attend their classes risk having
their financial aid cancelled or reduced.
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(K) Withdrawal Policy.

A student may withdraw from acourse or all coursesfrom the Collegeduring
the first fourteen calendar days of any academic period. A student has not
officialy withdrawn from aclass until withdrawing from the courses online
or his or her “Schedule Change” form is submitted to the Academic
Records/Registrar’s Office. Any changes made during this period will not
become a part of the student’s transcript.

Procedures;

D

)

®3)

(4)

After the first fourteen days, the College gives students an
opportunity to withdraw from a course or al courses without
academic penalty provided they withdraw from the courses on or
before the published withdrawal date. A student will not be
withdrawn from a class simply because he or she stops attending. A
grade of "W" will appear on the student's transcripts as long as the
student withdraws before the published withdrawa date.
Withdrawing from acourse or coursesisthe student’ sresponsibility;
it is aso the student’s responsibility to be aware of the published
withdrawal date and to satisfy any financial obligationsto the college.
A student has not officially withdrawn from aclassuntil withdrawing
from the course online or his or her "Schedule Change" form is
submitted to the Academic Records/Registrar's Office.

The College recommends that the student consult with theinstructor,
advisor, or department chair, and the Financial Aid Office prior to
withdrawal.

Beyond the published withdrawal date through the end of the last
class meeting, a student may receive a grade of "W" only upon
consultation with the instructor and upon the approval of the
department chair and if an emergency or extenuating circumstance
exists. Sufficient supporting documentation shall be provided by the
student when making such arequest.

Failure to follow the requirements outlined in the previous sections
will resultinagrade of "F" being entered on the student's transcript at
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(L)

(M)

the end of the semester.

Graduation Requirements.

1)

)

®3)

(4)

©)

(6)

Candidatesfor graduation must satisfactorily completethe programin
which they are enrolled.

Candidates must have a grade point average of 2.00 or abovein their
technical maor and an overall point average of not less than 2.00.

Candidates must be recommended by the department chairs and
faculty.

Candidates must pay the graduation fee.

Participation in commencement exercisesis one of the requirements
for graduation unlessavalid excuse is submitted to and approved by
the Registrar.

A maximum of 30 semester hours of credit transferred from other
institutions in accordance with Transferability of Credits Section
3357:15-13-03 of this manual may be used by a student toward the
completion of an associate degree at Stark State College. Intheevent
more than 30 semester credit hours are to be transferred for this
purpose, approval of the Provost will be required.

OBR-Approved One-year Certificate. Students must satisfy all of the
requirements below to be eligible to receive a certificate from Stark State
College of Technology as defined by the Ohio Board of Regents in the
Operating Manual for Two-Y ear Campuses.

1)

Requirements

@ A candidate for a certificate must satisfactorily complete the
program requirements (courses) in which they are enrolled
and must have aminimum grade point average of 2.0 in their
technical courses and an overal grade point average of not
less than 2.0.

(b) See Catal og-In-Force policy concerning the catalog to follow
when meeting requirements.
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(© A maximum of fifteen (15) semester hours of credit
transferred from other institutions may be used toward the

completion of a certificate.

(d) A candidate must apply for the certificate by the deadline
dates listed on the certificate application.

2 Procedures

@ Candidate compl etesthe program requirementsasoutlined in
curriculum.

(b Candidate completes Application for Certificate.

(c) A candidate must apply for the certificate by the deadline
dates listed on the certificate application.

(d) A candidate receiving multiple certificates must complete an
application for each certificate.

(e Application aong with degree audit is submitted to
appropriate department chair for review and approval.

()] Application(s) is submitted to the Academic
Records/Registrar’ s Office.

(9) When fina requirements are met, the candidate must be
recommended by the department chair and faculty.

(h) Certificate completerswill receivethe certificate at the end of
the semester they compl ete the requirements.

(1) Certificate completerswill receive an officia transcript with
certificate completion date indicated.

(N)  Academic Honors.

@D Graduates in each curriculum attaining a cumulative point average



of 3.8 or better will graduate with high distinction.
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(®)

(P)

Q)

2 Graduatesin each curriculum attai ning acumul ative point average of
3.4 or better will graduate with distinction.

Policy on Registration in Excess of 21 Credit Hours.

D Students in good academic standing with no outstanding financial
obligationsto the college can register viatheweb for 21 credit hours
or less according to the dates and times published.

2 Students wanting to take more than 21 credit hours must have a
department chair or dean’ s signature and must register for those hours
in person in the Academic Records/Registrar’ s Office.

Changes in Major/Option.

Studentstransferring from one technology to another shall not berequiredto
carry the grade point average of the previous program courses as part of the
grade point average of the new program. Only those courses comprising the
curriculum of the new program will be considered when calculating the
program grade point average. However, the grades of all coursestaken shall
remain as part of the official transcript record.

Academic Forgiveness Policy and Procedure.
D Philosophy

Students who wish to change their major or studentswho drop out of
college after a semester due to poor academic performance and wish
to return to college may find that their previous academic
performance hinders admission to degree programs and reducestheir
overall GPA. Academic Forgiveness seeks to respond to those
students who want an opportunity to remove grades of “D” or “F’
from their overall GPA calculation.

2 General Information



@

3357:15-13-03

©)

(b)

(©)

(d)

(€)

(f)

Academic Forgiveness does not apply to coursework
transferred from other institutions.

12

Academic Forgiveness is only applicable to Stark State
College and does not impose any decison on other
institution(s)

A student may only receive Academic Forgivenessonceand it
isnot reversible.

Academic Forgiveness may affect financial aid digibility. A
student should consult with Financial Aid before requesting
Academic Forgiveness.

This policy will not apply to “F’ grades given because of
academic dishonesty.

If a student’s request is approved, grades of “D” or “F’ in
courses that are not required in the current degree/certificate
program will be removed from the student’s overall GPA.
However, the courses will remain on the student’s official
transcript and be designated with aspecial codefor Academic
Forgiveness.

Criteria

The student must:

@

(b)

(©

(d)

Be seeking a degree/certificate from Stark State College. A
student who has already graduated may not request Academic
Forgiveness.

Be enrolled in classes at Stark State College during the
semester in which the Academic Forgiveness form isfiled.

Complete a minimum of 6 credit hours from Stark State
College with aminimum GPA of 2.00 or better following the
return to College or a change of major.

Submit a“Change of Mgor” form if changing his’/her major.
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(4)

(€)

13

Request Academic Forgiveness before attempting 30 or more
credit hours at Stark State College.

Procedure

@

(b)

(©)

The student must submit acompleted Academic Forgiveness
form to the Academic Records/Registrar’'s Office. The
information will be reviewed to determine éigibility and the
student will be notified of thedecision. Thereisno appeal of
the decision if the student is not eligible due to not meeting
the criteriafor Academic Forgiveness.

If Academic Forgiveness is approved, the Academic
Records/Registrar’ s Office will determine which courseswill
beforgiven. Calculation of the student’s GPA will reflect the
adjustments and an updated transcript will be sent to the
student.

If Academic Forgiveness is not granted, the student may
appeal directly to the Provost whose decision in the matter is
final.



3357:15-13-04 Academic Field Trips.

(A)

(B)

The College recognizes that field trips are necessary and very beneficia in
certain courses to enhance the learning situation. All field trips should be
tentatively scheduled at the beginning of each term and prior approva should
be obtained from the dean.

Safety shoul d be emphasized at al timesduring field trips, whilegoingto and
from and while touring the facility.
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(A)

(B)

Definition of the CEU

1)

)

The continuing education unit is defined as follows: ten contact
hours of participation in an organized continuing education
experience under responsible sponsorship, capable direction, and
qgualified instruction.

Continuing education includesall institutional learning experiencein
formats organized to impart education in courses and activities that
are not applicable to the attainment of any formal degree program
offered by the College.

Purpose and Objectives of the CEU

(1)

)

®3)

The continuing education unit may be used for the measurement,
recording, reporting, accumulation, transfer and recognition of
participation by students in special interest courses.

The individua student will be able to accumulate, update, and
transfer his record of continuing education throughout life.

Some specific objectives which the CEU will fulfill are:

@ To systematize the recording and reporting system for
continuing education by utilizing a uniform, nationally
accepted unit of measurement of participation in continuing
education.

(b To provideauniform system for accumulating statistical data
on the total amount of participation in continuing education
activities.

(c) To permit the accumulating, updating, and transfer of the

continuing education record of an individual.

(d) To encourage long-range educationa goals and continuing
education asaprocess of life-longlearning for individuals, for
professional groups, and by institutions.
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(©)

(D)

Determination of Unitsto be Awarded

1)

)

©)

(4)

©)

The determination of the number of units to be awarded for a
particul ar continuing education experienceisthe responsibility of the
director of continuing education based on the recommendation of the
program director or instructor immediately responsible for the
activity.

The number of CEUs awarded will be determined by considering the
number of contact hoursin aformal learning situation and eval uating
any other experiences connected with the program.

The decimal system will allow the records to reflect the number of
CEUsto be awarded, e.g., 1.5 units, 2.4 units, 3.0 units, etc.

Reasonable alowances may be made for activities such as required
reading and reports, laboratory assignments, field trips, and
independent study.

The number of CEUsto be awarded will be included in the program
announcement sent to potential participants.

Grading System and Completion Awards

1)

)

©)

(4)

Upon conclusion of the learning experience, the program director is
responsible for certifying that the program has been completed in a
satisfactory manner by each individual for whom units are approved.

The following grading system will be used for CEU courses or
programs. CR - Credit; NC — No Credit; and W - Withdrawal .

CEUs will be awarded only when 80 percent to 100 percent of class
attendance and the class requirements are compl eted.

All students satisfactorily completing such a course or program will
receive the Certificate of Achievement awarded by the College. The
Certificate will include participant's name, course number and title,
CEUs awarded, dates offered, and cooperating sponsor (if any).
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(E)

(F)

(©)

Transcript Recording and Reporting

1)

)

©)

A record of all students completing a course program which awards
CEUs will be maintained by the Registration Office.

A transcript will be made available to the student, present or
prospective employer, and or an educational institution upon written
request from the student.

A fee must accompany each transcript request.

Cooperating Sponsor

1)

)

©)

Cost

(1)

)

Asacommunity serviceto the citizens of its area, the College seeks
to cooperate with existing and prospective sponsors of adult and
continuing education programs in order that their participants also
may be afforded the benefits of the CEU.

A cooperating sponsor may consist of any company, association,
agency, or institution which offers eligible programs to participants,
provided the cost to participantsis cal culated on a non-profit basis.

Where definite funds have been all ocated to the cooperating sponsor
for the offering of the program, consideration isgiven to reimbursing
the Collegefor its supporting role of co-sponsor and CEU depository.

Because of the diversity of professional continuing education,
education, vocational retraining, and adult liberal education, as well
as al other programs in adult and continuing education, the
determination of participant cost will be calculated on a
course-by-course basis.

The determination of the participant cost to be charged for a
particular CEU course or program is based on the recommendation of
the program director or instructor and the director of continuing
education.
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(A)

(B)

Credit by Proficiency Examination. A student who can demonstrate ability
and knowledge in a particular subject area may establish credit in certain
courses without enrolling in them. This is done by taking a specia
examination or performing aspecial assignment, or both, through the subject
department chair.

(1)

)

©)

(4)

©)

(6)

A proficiency examination form must be obtained from and filed with
asubject department chair. After permission has been granted totake
the proficiency examination, the proficiency examination fee, as
specified in the Feesrule 3357:15-18-08 of the Administrative Code
must be paid at the Business Office. This form and the fee-paid
receipt must be presented to the examiner at the time of the exam.

If a student has enrolled in a course, he is not eligible to take a
proficiency examination for the course after being enrolled for twenty
calendar days or morefor aregular term and seven term days or more
for an eight-week summer session. Therefund policy isspecified in
the Fees rule 3357:15-18-08 of the Administrative Code.

Credit by proficiency examination requires the prior approval of the
assessment tool by the department chair.

Credit for the course, after a satisfactory proficiency examination,
will become a part of the student's permanent record, although no
quality points are applied for the "CR" grade for the proficiency
examination.

The privilege of attempting to demonstrate proficiency by
examination is limited to a single attempt per course.

A student who has received credit by proficiency examination will
not be required to take additional credit hours in lieu of the credit
hours earned through such an examination.

Transferability of Credits

(1)

Transfer of credit from other institutions will be determined upon
receipt of an official transcript.
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(©)

)

®3)

A grade of at least "C" must have been earned in any courseto permit
acceptance of credit.

Transcripts are not automatically evaluated for transfer of credit. A
specific request must be made to the Student Services Office for
transcript evaluation prior to admission.

Credit for Professional Exams, Licensure, or Certifications. Students
currently taking a credit course in their declared major at Stark State
College of Technology may be eligible for a maximum of 30 hours of
credit in that major if they hold appropriate and current certification(s) or
licensure(s) or have passed a current professional exam(s). The
department chair will determine the acceptability of these credentials with
the approval of the division dean.

Procedures

Q) The student will complete the “ Credit for Professional Exams,
Licensure or Certifications Application” and will attach a copy of
the appropriate documentation.

2 The department chair and division dean will review the
documentation for approval.

(©)) Upon approval, the department chair will forward the signed

request with appropriate documentation to the Academic
Records/Registrar’ s office for processing. This documentation will
become part of the student’s academic file and the officia
transcript.
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(A)

(B)

Policy

Stark State College of Technology supports honesty in learning as an
institutional value; therefore, dishonesty — such as cheating, plagiarism, or
furnishing falseinformation to the College or its staff —will subject a student
to disciplinary action which may include dismissal from the College. Faculty,
staff and students are responsiblefor promoting honesty inlearning. Students
are responsible for being familiar with the policy located in the Student
Handbook. Any student who violates or assists another to violate the
Honestly in Learning Policy will be penalized.

1)

)

©)

Plagiarism — according to the Council of Writing Program
Administrators, “In an instructional setting, plagiarism occurs
when awriter deliberately uses someone el se' slanguage, ideas, or
other origina (not common-knowledge) material without
acknowledging its source.”

Coursework —Work donefor class, which astudent submitsasthe
student’ sown work, will not contain that which has been obtained
from another, other than properly credited references, sources, and
citations. The work which a student submits shall be prepared in
accordance with course guidelines.

Exams—Work done on atest, exam, or quiz shall bethe student’s
own and will not contain that which has been obtained from an
inappropriate source. A student shall not obtain nor seek to obtain
advanced access to questions or advance copies of atest, exam or
quiz without the instructor’ s permission.

Procedure

(1)

A faculty member of record of the course in which the alleged
violation of the Honesty in Learning Policy occurred will make an
attempt to communicate directly with the student within 14
calendar days upon discovering or learning of the aleged
violation.
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)

®3)

(4)

©)

(6)

(7)

(8)

2

If the faculty member determinesthat aviolation of the Honesty in
Learning Policy has occurred, the faculty member will prepare an
Honesty in Learning Violation Report for submission to the
Provost.

The faculty member will provide a copy of the Honestly in
Learning Violation Report with all supporting documentation to
the student involved..

ltems B(1), B(2), and B(3) must be completed within 14 calendar
days upon discovery of the aleged honesty in learning violation.

For a documented offense, the reporting faculty may choose to
issue up to afailing grade for the assignment and/or the course.
All supporting documentation and the Honestly in Learning
Violation Report must be sent to the Provost within seven calendar
days of the communication with the student as described in B(1).

The Provost will forward the supporting documentation and the
Honesty in Learning Violation Report to the Academic
Records/Registrar’ sofficefor placement in the student’ sacademic
record.

The student may appeal the Honesty in Learning Violation Report
by following the Student Grievance Procedure or the grade by
following the Grade Appeal Procedure. Both procedures are
located in the Student Handbook(s).

Under the authority of the Provost, any student who has been
involved in three documented dishonesty offenses (not necessarily
in the same course of semester) may be immediately dismissed
from the college for the current semester and for the next full
semester without refund of tuition and fees. Upon readmission to
the college, any future documented offense will cause the student
to be dismissed immediately with no right to be readmitted.



3357:15-13-08 Grade Appeal Procedure.

(A)

(B)

(©

(D)

(E)

A grade appeal should not be entered lightly by a student, nor lightly
dismissed by aninstructor. Itistheresponsibility of theinstructor to assigna
final grade. Within this appeals procedure, course grades can only be
changed by the instructor or in the final appeal stage by the Provost. If an
instructor is no longer employed by the College or is not available, the
department chair will assumeresponsibility for handling any necessary course
of action regarding a student’ s appeal of agrade.

Students who wish to appeal the assignment of a course grade should begin
the informal process within 15 school days of the time the grade has been
assigned. Additionally, thisentire process of appealing agradeisintended to
proceed expediently and, if possible, within one semester. It is the
responsibility of both the student and the instructor during this informal
process to document the outcome of their discussion.

If thereisnot asatisfactory resol ution between the student and the instructor,
the student can begin a formal process by submitting the grade appeal in
writing to the department chair and dean. If the student is challenging an
insufficient grade in a prerequisite course, the decision as to whether the
student isadmitted to the next course whileagrade appeal isin progressisto
be handled at the departmental level.

If a mutually satisfactory resolution is not reached among the student,
instructor, department chair, and dean, the student may take the grade appeal
to thefinal stage by appealing inwriting to the Provost for ahearing with the
Student-Faculty Grade Appeal Committee. The Provost appoints the
committee.

The final appeal stage is a presentation before the Student-Faculty Grade
Appeal Committee. All parties involved will have the opportunity to call
witnesses and introduce relevant documentation. A written record of the
hearing will be prepared. A record of the hearing and the committee's
recommendation will be forwarded to the Provost for consideration and
review. The Provost will forward in writing the final outcometo al parties
involved. The Provost’sdecisionisfinal.
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(A)

(B)

(©)

Requirementsto earn adegree or certificate are based initially on the Catalog
whichisinforceat thetime of the student'sinitial enrollment. However, the
College reserves the right to change course offerings and academic
requirements without notice. These changes should not be to the
disadvantage of the student during his or her enroliment. In that regard, the
following guidelines determine which Catalog a student must follow in
meeting program requirements:

Q) Students may elect to complete their coursework under the most
recent Catalog and must comply with all of the new requirementsfor
their program.

2 Students who change majors must meet the requirements of the
Catalog which isin force at the time they change majors.

(©)) Students who transfer to another college or university and return to
Stark State College will be readmitted under the Catalog whichisin
force at the time of readmission.

4 Studentswho do not earn any credit hoursin two calendar years must
satisfy requirements of the Catalog in force at the time of re-
enrollment.

5 Dismissed students are readmitted under the Catalog whichisinforce
at the time of readmission.

Exceptions to the above may be necessary when changes in certification or
licensure standards mandate changes in academic requirementsor in College
programs.

Questions concerning this policy should be directed to the Student Services
Office.
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(A)

(B)

(©)

Introduction. E-Learning degrees support two of the five college strategic
goals:

Q) Maintaining student centeredness and accessibility and
2 Maintaining high value.

Specificaly, the College is committed to:

Q) Increasing accessibility for students; the College has documented
that the student population geographic base has been widening
each semester, and recognizes that complex transportation and
scheduling problems can be resolved by offering online degrees;

2 Increasing the technological literacy of our students; the College
recognizes that the ability to acquire information electronically has
become a core competency expected by employers and critical to
the student’s future success. To this end, the College is committed
to offering every student the opportunity to take at least one web-
based coursg;

(©)) Fostering learning beyond the classroom; the College recognizes
that the ability to communicate electronically with a diverse
population has become a core competency. We believe that online
courses provide students with unique opportunities to develop
electronic communication skills; and

4 Managing smart growth; the College recognizes that E-Learning
degrees can be a cost-effective way to increase infrastructure
capacity provided that the pedagogical and technologica support is
in place.

The delivery of degrees through the E-Learning modality will present new
challenges including: supporting faculty through the development and
delivery of high-quality online courses; ensuring that the technological
infrastructure is in place to meet the demand; assessing faculty preparation
and capability for distance learning; assessing student readiness for
distance learning; supporting students throughout the process of learning a
new way to acquire knowledge online;, ensuring that distance students
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have access to our student services; and monitoring student persistence
and success.

(D)  In order to meet these challenges, the College has developed policies and
procedures in each of the following areas:

@D Course Development
2 Course Déelivery
(©)) Faculty Support
4 Student Support
(E) Course Development Policy and Procedure.  Course Development
Procedure. E-Learning courses are created by the instructors in the
department in which those courses are taught.
() The process is outlined as follows:
(D) The instructor completes a comprehensive training program
including the complete course management system training and an
E-Learning Development and Delivery training course.
2 The instructor completes a “REQUEST TO CHANGE A
COURSE” form. This form is signed by both the Department
Chair and the Dean. The Dean then forwards the form and
supporting documentation to the Provost for review by the
Curriculum Committee.
(G)  The curriculum committee establishes that:

Q) The course fitsinto the division’s strategic plan;

2 The course has not already been developed in the E-
Learning modality;

©)] The course will meet the required course objectives and
core competencies;
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(H)

(1)
Q)

(K)

(L)

4) The projected enrollment is adequate to warrant course
development and

(5) The support plan for students, technology, and future
growthisin place.

Approved curricular changes are sent to the Provost for review and
signature.

The Provost notifies the Registrar.
The Registrar notifies:
Q) The Dean
2 The Director of Marketing and Communications

(3 The Vice President of Student Services and Enrollment
Management

The instructor completes a Course Content Checklist and submits it to the

Dean to determine compensation. This checklist identifies the content that
the instructor plans to develop.

The instructor completes a Course Development Agreement which is
contained within the Policy on Development, Delivery and Ownership of
Courses. This policy and agreement covers.

@D Compensation (stipend, release time, equipment loan, training,
support, and overload pay);

2 Copyright, Ownership, Royalties, and Patents;

©)] Approva by the Dean, the Provost, the Vice President for Business
and Finance, the Vice President for Information Technology; and

4 Course Dédlivery Policies (detailed below).
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(M)

(N)

(®)

(P)

Q

(R)

S

The Course Development Agreement is forward to the Director of E-
Learning.

The instructor develops the course with the resources available to faculty
as specified in Section 2.04 (Faculty Support Policy) of this document.

The instructor reviews the completed course with the Department Chair.

The Department Chair forwards the Course Development Agreement to
the Dean for signature.

The Dean forwards the agreement to the Business Office for faculty
compensation.

E-Learning Course Development Compensation Policy.  The College
encourages the development and delivery of Web based courses including
the migration of existing face-to-face courses into Web delivery. The level
of effort, technical expertise and support involved in developing and
delivering Web courses is generally higher than with face-to-face courses
and varies from one course to another based on many factors. In
recognition of these factors, there is some flexibility in providing
additiona compensation to faculty for additional development and
delivery effort that may be required for these courses.

The following guidelines are to be used in arriving at a compensation
package:

D The level of monetary and/or non-monetary compensation for
course development is based on degree of effort, complexity,
amount of material to be developed, availability of existing
material, existence of a similar course, availability of publisher
supplied material, level of assistance from other faculty and staff
and other factors.

(2) A faculty member that assists the primary course developer in the
development of a course may also be compensated where that
assistance is provided outside of that faculty member’'s normal
contract hours.
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()

©)

(4)

()

The Dean will recommend the compensation that is appropriate.
Compensation may include one or more of the types of
compensation listed in the Policy on Development, Delivery and
Ownership of Courses.

Compensation is approved by the Provost, the Vice President for
Information Technology and the Vice President for Business and
Finance.

Compensation must be established before development work
begins by completing a Course/Program Development Agreement.

Course Delivery Policy. Once a course has been developed and
compensation has been awarded the following guidelines apply to course
delivery:

(1)

2

©)

Compensation for teaching a Web based course is included in the
standard contact hour compensation model. Additiona
compensation in the form of release time, overload or other
support may be granted if warranted by unusua circumstances
such as more than the normal number of students, higher level of
interaction with students then in a typical Web course, or other
factors (see the Policy on Development, Delivery and Ownership
of Courses for guidelines).

By forma letter, the Dean will recommend any additional
compensation that is appropriate. Additional compensation is
approved by the Provost, the Vice President for Information
Technology and the Vice President for Business and Finance.

Any additional compensation must be established and approved in
writing before the course is taught. The following general
guidelines also apply to Web course delivery and do not need
approval. Faculty members are encouraged to utilize existing Web
courses and course material.
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(U)  Faculty Responsibilities for Course Delivery. E-Learning courses must
meet the same course objectives and core competencies as the equivalent
face-to-face course.

(V) Instructors who teach an E-Learning course must meet the following
additional requirements:

(1)  Prior to teaching a Web-based course (Web 2 or 3), instructors
must complete all training in ANGEL and the E-Learning Delivery
course which includes the expectations and best practices of
teaching online at Stark State College.

2 Prior to developing a Web-based course (Web 2 or 3), instructors
must complete all training in ANGEL and the E-Learning Delivery
and Development course which includes the expectations and best
practices of teaching online at Stark State College .

3 Work with the E-Learning Mentor in the appropriate academic
division during the first semester to review the course syllabus, the
course communication plan, and any other course policies to be
implemented.

4) Notify students of the web-based course evaluation following
current college guidelines.

5) Prior to the start of a course, faculty members will make
appropriate updates and revisions to al initia course materials
each time the course is offered. This may include changes which
reflect a new edition of the text book(s) and/or new version(s) of
software for the course.

(6) Agree to periodic course assessment by the E-Learning Mentor in
the Division. Course assessment criteria are based on the rubric
which is posted on the E-Learning Faculty website.

@) Every effort should be made to answer student e-mails and
telephone calls within 48 hours with the exception of holidays,
weekends, or other times indicated by the individual instructor. In
the event of an extended absence, coverage of the course will be
coordinated by the instructor and the Department Chair.
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(W)

(X)

(8)

(9)

(10)

(11)

(12)

7

Faculty members will provide grades for all tests and assignments
submitted by the deadline within seven calendar days. In the event
of an extended absence, coverage of the course will be coordinated
by the instructor and the Department Chair.

Ensure that the course includes student interactivity throughout the
course as appropriate and as specified by the Course Content
Checklist.

Provide a variety of learning options to support different learning
styles as specified in the Course Content Checklist and training.

Contact any student who does not login by the end of the first
week of the semester.

Maintain weekly contact with all students. Contact may include
telephone, letter, e-mail, fax, forum posts, assessment feedback, or
personalized course announcements.

Faculty Support Policy. The College recognizes that faculty may require
additional support to ensure that the course is successful.

The following support will be available to faculty:

(1)

)

©)

(4)

The E-Learning department will provide training in the use of the
course management system and the facilitation of E-Learning
COUrses.

The E-Learning department will provide ongoing faculty
professional development opportunities including webinars,
presentations at college functions, and round-table sessions.

The Help Desk will provide support in the resolution of student or
faculty technical problems within the course management system.

An instructional designer will provide assistance with course
content devel opment or modification as needed.
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) The Academic Technology Services Department will provide
multimedia technology and technical support. The instructional
designer will provide guidance as to the appropriate use of
multimedia content.

(6) The Institutional Research department will provide enrollment and
persistence datafor web courses to the divisions.

) Computer Services will maintain software licenses, maintain
appropriate hardware, create course shells, manage student
enrollment, and backup the course management system as required
to support the successful operation of distance learning courses.

(8) The Marketing Department will market E-Learning courses and
degrees.

9 The E-Learning Task Force will provide ongoing review of all
distance learning policies, processes, and procedures.

(10) E-Learning Mentors will:

@ Serve as aliaison between the E-Learning Department and
department faculty;

(b) Attend Task Force meetings and report back to the
department relevant policy recommendations, changes, and
updates;

(c) Arrange Faculty Forums for E-Learning instructors each
semester;

(d) Facilitate and act as a moderator for divison-level E-
Learning discussion forums;

(e Disseminate information relevant for al E-Learning
instructors;

()] Provide E-Learning technology updates during Department
Mestings,
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()

(9) Work with the E-Learning Director to develop and improve
programs/resources available to online faculty;

(h) Promote partnerships and agreements that further E-
Learning goals with other divisions, institutions, and
companies; and

(1) Disseminate best practices for E-Learning throughout the
department.

Student Support Policy. Stark State College believes that E-Learning
students may require additional support to help ensure their success in E-
Learning courses. The following support will be available to students:

D)

2)

3

(4)

The E-Learning website includes content to help the student gauge
whether they are prepared for an E-Learning course including
having the requisite technical and behavioral skills.

Students enrolled in a Web 3 course for the first time must
complete the required E-Learning orientation course found on the
ANGEL home page before being given access to the course. This
is a onetime orientation and will not be required for any
subsequent Web 3 courses. Included in the orientation courseis an
Online Student Agreement form that must be completed before
students are given access to the course. It is recommended the
student complete the orientation at least two days prior to the start
of class.

The Help Desk provides technical support. Help is available
through online ticket entry, by email, by phone, or in-person.
Staffed hours are posted on the College website.

The E-Learning Department posts important announcements as
needed on the course management system site.
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(2)

(5) The E-Learning Department informs all students enrolled in E-
Learning courses of the critical policies students should know prior
to starting aweb course.

(6) The Test Center provides proctored tests as needed for E-Learning
students local to Stark State College. Nonloca students are
provided with guidelines for locating an acceptable proctor, if
required.

) The Division of Enrollment Management and Student Services
provides student support services.

Web 3 Off-site Test Proctoring Policy

Students enrolled in Web 3 courses who do not have access to a SSCT
facility are required to obtain a proctor to administer tests. It is the
responsibility of the student to secure an acceptable proctor and to pay any
costs associated with tests. SSCT does not reimburse proctors for their
time.
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The purpose of this document is to establish compensation and ownership
guidelines for the development and delivery of courses at Stark State College of
Technology. These guidelines establish fair and equitable College-wide standards
and expectations for course development, delivery and ownership while allowing
a level of flexibility in compensating faculty for the development and in some
cases the delivery of courses. A Course/Program Development Agreement (see
Attachment) will be completed and approved prior to the development of any new

course.

(A) COMPENSATION

1) Development and Delivery of Face-to-Face (F2F) courses
(including Web Level 1)

@) Course Development

(i)

(i)

(iii)

The level of compensation (stipend) for course
development (new course or revamping of an
existing course) is based on degree of effort,
complexity, amount of material to be developed,
availability of existing material, existence of a
similar course, availability of publisher supplied
material, level of assistance from other faculty and
staff and other factors.

Generally a stipend of $300 will be given for
development of a new lecture course and $500 for a
course with a lab (e.g. biology, chemistry etc — not
computer lab courses). This covers the creation of a
course catalog description, a set of objectives,
recommendation of a text book, a course outline,
lab activities if applicable and other material as
defined. Additional compensation may be given for
additional deliverables.

The Dean will recommend the compensation that is
appropriate.
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()

2

(iv)  Compensation is approved by the Provost and the
VP for Business and Finance.

(v) Compensation is established before development
work begins by completing a Course/Program
Development Agreement (attached).

(b) Course Delivery

() Compensation for teaching a F2F or a Web Level 1
course is included in the standard contact hour
compensation pay model.

Development and delivery of e-Learning (Web Level 2 and Level
3) courses

The College encourages the development and delivery of Web
based courses including the migration of existing F2F courses to
Web delivery. The level of effort, technical expertise and support
involved in developing and delivering Web courses is generally
higher than with F2F courses and varies from one course to
another based on many factors. In recognition of these factors,
there is some flexibility in providing additional compensation to
faculty for additional development and delivery effort that may be
required for these courses. Compensation may include one or more
of the types of compensation listed in Table 1.

The following are guidelines to be used in arriving at a
compensation package that meets the needs of the College and the
faculty member:

@) Course Development

() The level of monetary and/or non-monetary
compensation for course development is based on
degree of effort, complexity, amount of material to
be developed, availability of existing material,
existence of a similar course, availability of
publisher supplied material, level of assistance from
other faculty and staff and other factors.
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()

(i)

(iii)

(iv)

(v)

3

A faculty member that assists the primary course
developer in the development of a course may also
be compensated where that assistance is provided
outside of that faculty member’s normal contract
hours.

The Dean will recommend the compensation that is
appropriate. Compensation may include one or
more of the types of compensation listed in Table 1.

Compensation is approved by the Provost, VP for
Information Technology and the VP for Business
and Finance.

Compensation must be established before
development work begins by completing a
Course/Program Development Agreement
(attached).

Course Delivery

(i)

(i)

Compensation for teaching a Web based course is
included in the standard contact hour compensation
model. Additional compensation in the form of
release time, overload or other support may be
granted if warranted by unusual circumstances such
as more than the normal number of students, higher
level of interaction with students then in a typical
Web course, or other factors (see Table 1 for some
guidelines).

By formal letter, the Dean will recommend any
additional compensation that is appropriate.
Additional compensation is approved by the
Provost, VP for Information Technology and the VP
for Business and Finance.
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(©)

(d)

(iii)

4

Any additional compensation must be established
and approved in writing before the course is taught.

The following general guidelines also apply to Web course
delivery and do not need approval.

(i)

(i)

(iii)

(iv)

(V)

Faculty members are encouraged to utilize existing
Web courses and course material.

It is recommended that an instructor teach a Web
Level 1 or Level 2 course before teaching a Web
Level 3 course.

Prior to the start of a course, faculty members will
make appropriate updates and revisions to all initial
course materials each time the course is offered.
This may include changes which reflect a new
edition of the textbook(s) and/or new version(s) of
software for the course.

Every effort should be made by faculty to answer
student emails and telephone calls within 48 hours,
with the exception of holidays, weekends, or other
times indicated by the individual instructor. In the
event of an extended absence, coverage of the
course will be coordinated by the instructor and the
department chair.

Faculty members will provide grades for all tests
and assignments submitted by the deadline within
seven calendar days. In the event of an extended
absence, coverage of the course will be coordinated
by the instructor and the department chair.

Table 1 Guidelines for types of compensation that may be
used individually or in combination for Level 2 and Level 3

course

development and delivery.
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Type of
Compensation

For Course Development

For Course Delivery

Stipend

Yes — the level of pay is determined
by the degree of effort, complexity,
amount of material to be developed,

existence of existing material,
existence of a similar course,
availability of publisher supplied

material, level of assistance from other
faculty and staff, other compensation
and other factors. The maximum
stipend amount may be up to the
equivalent of the overload for the total
hours of the class (e.g. up to a 3 hour
overload may be paid for the
development of a 3 contact hour
course)

No

Release time

Yes — the amount of release time is
determined by the degree of effort,
complexity, amount of material to be
developed, existence of existing
material, existence of a similar course,
availability of publisher supplied
material, level of assistance from other
faculty and staff, other compensation
and other factors. The maximum
amount of release time may be up to 4
contact hours

Yes — release time may be
granted if there are unusual
circumstances such as more
than the normal number of
students, higher level of
interaction with students
then in a typical Web course
etc. The maximum amount
of release time may be up to
4 contact hours

Equipment loan | Yes Yes
Training, Yes — must be directly applicable to | No
conference, the course under development and is
travel allowance | contingent on availability of funds

Support for | Yes Yes
course

development and
delivery

Overload pay

No

One additional contact hour
if the number of students
registered on first day of
class exceed 75% of
maximum student count for
a F2F section of that course
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(B)  Copyright, Ownership, Royalties, Patents and Licensing

The attached form is to be used to request approval for course
development. It represents the agreement between the course developer
and the College for copyright, ownership, royalties and licensing of course
material.

1) Copyright, Ownership, Royalties and Patents

Copyright, Ownership and Royalties of intellectual property is
defined in Section 3357:15-14-08 (10) Patents and Copyrights, of
the College’s Policy and Procedures and by the Course/Program
Development Agreement (see attached). Royalties may be derived
from the internal or external commercial use of course materials.
Examples of internal use include paper and electronic media notes
sold through the bookstore. Examples of external use include other
colleges and publishers using the material.

@) Categories of Course Development

The following three categories of course development are defined,
and one should be selected prior to the creation of course
materials:

@) Category A: Material developed by the employee of their
own initiative without the use of College personnel,
facilities, equipment or resources. Pursuant with Section
3357:15-14-08 (10) (a) Patents and Copyrights, of the
College’s Policy and Procedures, the employee has sole
rights of ownership, patents, distribution and licensing of
this material and any royalties or profits therefrom.
Required use of this material in any course must be
approved by the department head.

(b) Category B: Material developed by the employee where
there is approved use of some College resources such as the
use of computer and software by the author. Pursuant with
Section 3357:15-14-08 (10) (b) Patents and Copyrights, of
the College’s Policy and Procedures, the employee and the



3357:15-13-11

©)

(4)

()

7

College will share the ownership and disposition of
copyrightable material and patentable discoveries or
inventions. Both parties must agree to any commercial
licensing arrangement unless otherwise stated in the
Course/Program Development Agreement. Division of
royalties will be as described in Section 3357:15-14-08 (10)
(b) Patents and Copyrights, of the College’s Policy and
Procedures (70% employee, 30% College) unless otherwise
stated in the Course/Program Development Agreement.

(c) Category C: Material developed by the employee where
there is approved use of substantial College resources such
as the use of other personnel, facilities, compensation and
release time. Pursuant with Section 3357:15-14-08 (10) (c)
Patents and Copyrights, of the College’s Policy and
Procedures, the College will have sole ownership,
disposition and licensing of copyrightable material and
patentable discoveries or inventions together with all
royalties and profits therefrom.

Educational License

Except for Category A materials, the College has an exclusive
educational license to use the work as part of College course
delivery including credit and non-credit courses taught by either
the Author or another employee of the College.

Commercial License

Licensing the use of course material to another educational
institution, private or public sector organization is determined by
the Category of Course Development defined in this document.

Employment of the Author

In the case where the Author is no longer employed at the College,
the College retains the right to use the Category B and Category C
course material and also grants the Author the right for the Author
to use the work at another educational institution at which the
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(6)

8

Author is employed so long as that institution is outside the
extended service district of the College. The extended service
district of the College is defined as Stark County and the adjacent
surrounding counties. In the case where the Author is no longer
employed at the College, the commercial license for the material is
determined by the Commercial License section of this document.

Compensation of the Author

Any remuneration to the Author for the development of a Category
B or category C course must be approved prior to the start of
development and will be paid upon successful completion of the
deliverables of the project.
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These guidelines are intended to assist the faculty, administration and staff of
Stark State College of Technology in understanding and complying with the 1976
copyright law (Title 17, United States Code). While some areas of the copyright
law are clear, there are some portions which remain open to legal and judicial
interpretation. For this reason, these guidelines will be periodically updated.

(A)  Definition of Copyright

Copyright is a right granted by Congress to the author or originator of
certain literary or artistic productions whereby the author's works are
protected for a period of his/her lifetime plus fifty (50) years. A copyright
provides the author with the sole and exclusive privilege to perform the
following acts:

Q) To reproduce the copyrighted work
2 To prepare derivative works

©)] To distribute copies of the copyrighted work to the public by sale
or other transfer of ownership, or by rental, lease or lending

4 To perform or display the copyrighted work publicly.
(B)  Lega Framework for Copyright

Article I, Section 8, Constitution of the United States provides the basis
for the concept of copyright. It states as follows: "The Congress shall have
the power --- To promote the Progress of Science and useful Arts, by
securing for limited Times to Authors and Inventors the exclusive Right to
thelr respective Writings and Discoveries." The first federa copyright law
was enacted by Congress in 1790 and was revised periodically with the
latest act passed in 1976, effective on January 1, 1978. The Copyright Act
is found in Title 17 of the United States Code, Section 101 et seg., and
various sections of the act will be referenced in these guidelines.

(C)  Subject Matter of Copyright

Copyright protection exists for original works of authorship fixed in any
tangible medium of expression, not known or later developed, from which
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(D)

2

the works can be perceived, reproduced, or otherwise communicated,
either directly or with the aid of a machine or device. Works of authorship
include but are not limited to the following categories:

(1)
)
®3)
(4)
()
(6)
(7)
(8)

Literary works

Musical works, including any accompanying words

Dramatic works, including any accompanying music

Pantomimes and choreographic works

Pictorial, graphic, and scul ptural works

Motion pictures and other audiovisual works

Sound recordings

Copyright protection does not extend to any idea, procedure,
process, system, method of operation, concept, principle or

discovery, regardless of the form in which it is described,
explained, illustrated or embodied in such work.

Duration of Copyright

D

)

For works created on or after January 1, 1978, copyright begins
when the work is first "fixed in copy," i.e., when it is first written
down or recorded and extends through the life of the author plus 50
years.

For works created prior to the new copyright law there are two safe
ways to handle these copyrights.

@ Treat any pre-1978 copyright as valid from its date to the
end of its 75th calendar year, or

(b) Contact the publisher, if still in existence or the U.S.
Copyright Office, to identify the copyright owner so that
continued vitality to the copyright can be determined.
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(E)

(F)

(©)

Compliance with Copyright Law

No employee or agent of Stark State College shall knowingly infringe
upon the copyrights of another.

Permission

Employees shall seek and obtain the permission of the copyright owner
prior to making use of copyrighted materials unless one of the following
exemptions pertains.

Q) The work was never copyrighted. (This is often difficult to
ascertain since recent amendments no longer make it mandatory to
place the copyright notice on copyrighted works.)

2 The copyright has expired. These works are part of the public
domain and may be freely copied.

3 The work lies in the public domain. Examples of works in the
public domain are works which were never copyrighted, works
where the copyright has expired and works originally published by
the U.S. Government.

4) The copying and/or distribution falls within "fair use."

(5) The copying and/or distribution falls under certain library or
archive copying.

Fair Use

The 1976 copyright law incorporated into the law the judicia doctrine of
"fair use" (Section 107) which alows limited copying of copyrighted
works in teaching, scholarship and research situations. In determining
whether a work in a particular case constitutes fair use the factors to be
considered shall include the following:

Q) The purpose and character of the use, including whether such use
is of acommercial nature or is for nonprofit educational purposes;
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(H)

(1

2 The nature of the copyrighted work;

3 The amount and substantiality of the portion used in relation to the
copyrighted work as awhole; and

4 The effect of the use upon the potential market for or value of the
copyrighted work.

Obtaining Permission or Licenses
In Generd

Most copyright owners will grant permission for one-time use of parts of
their works without charge, or upon payment of a minimal fee. However,
repeated use or republication is often not allowed unless royalties are paid.
These royalties are the legitimate compensation for the creative effort
made by the author or originator of the copyrighted work. While the
budget funds may be limited, the College does not condone any violation
of law simply because that violation saves the taxpayers money.
Accordingly, in every circumstance possible, prior permission shall be
obtained for the use of copyrighted works.

Requests for Permission

Whenever possible, requests for permission shall be in writing. All
requests shall identify the user as Stark State College of Technology.

Requests by instructors or administrators should include the following
information suggested by the Association of American Publishers:

Q) Title, author and/or editor, and edition of materials to be duplicated

2 Exact material to be used giving amount, page numbers, chapters
and, if possible a photocopy of the material

©)] Number of copiesto be made

4) Use to be made of duplicated materials
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5 Form of distribution (classroom, newsletter, etc.)
(6) Whether or not the material isto be sold, and
@) Type of reprint (ditto, offset, typeset)
The request should be sent, together with a self-addressed return

envelope, to the permissions department of the publisher in
guestion.



3357:15-13-13 Course Syllabus Policy

Faculty in all credit courses must make available to students a course syllabus, which

includes the standardized master syllabus (cover sheet) and the class syllabus, on the
first day of a class session.



3357:15-13-14 Implementation of Assessment
A. Assessment.

All divisions and departments in the college are to participate in the outcomes
assessment procedure. Assessments are to lead to improvements in programs and
services.

(1) Assessment reports are due to the Provost by October 1 of the appropriate
year. Divisions will establish earlier deadlines for submission of their
departments’ assessment reports.

(2) The Dean of Teaching and Learning is responsible for coordinating and
facilitating the academic assessment process. The non-academic support
operations are coordinated by the respective Vice Presidents. Additionally,
the Dean of Teaching and Learning in conjunction with Director of
Institutional Research and Planning and Director of Advising and Student
Engagement provide educational opportunities and recommendations for
resources related to assessment.

(3) The Director of Research and Planning, with support from Computer
Services, maintains the College's Assessment Web page. Detailed
information regarding the preparation and submission of assessment reports
is also posted on the Assessment Web page.

(4) Academic programs, including program content, quality, and assessment, are
the primary responsibility of the faculty within the academic disciplines.
Learning or service outcomes assessments of academic programs are
included in the departments’ biennial assessment reports.

(5) The Institutional Effectiveness Committee is responsible for reviewing
compliance with outcomes assessment and ensuring compliance with college
policy regarding assessment of all academic programs and support
operations. The Institutional Effectiveness Committee will review the
assessment policy biennially and provide a report to the President’s Cabinet
regarding the effectiveness of the policy in advancing the work of the
college. This policy and procedure will be reviewed by October 1 of every



odd-numbered year by the Institutional Effectiveness Committee and
presented to the President’s Cabinet by November 1.

(6) Academic department chairs, deans, and the provost are responsible for
ensuring that academic programs are appropriately organized and outcomes
of student learning are assessed biennially for program improvement.

(7) Provost/Vice presidents and other administrators are responsible for ensuring
that their departments and divisions are engaged in biennial assessment of
program improvement.

(8) Assessment reports are processed from the department level to the divisions
through the college administrative organization. Administrators at each level
are to ensure that assessment reports from all their departments have been
completed and submitted, and the final assessment report is submitted by the
Provost to the Office of Institutional Research and Planning.

(9) Administrators (deans, vice presidents, and provost) are to provide feedback
to departments and/or divisions in their administrative organization and to
use the assessment to direct decision making.

(10) Changes made in programs and services as a result of assessment are to be
reported in the next immediate biennial assessment reports to document
these changes.
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