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RATIONALE:
E-Learning is defined as a formal educational process in which 
instruction takes place in its entirety or partially through computer-
mediated communications, when the Instructor and students are 
not in the same place at the same time. Instead, the interaction 
between Instructor and students is mediated using digital text, 
audio, video, and/or other interactive computer technologies.

E-Learning courses typically use a variety of technologies to 
deliver instruction and engage students. These technologies 
and their respective pedagogical approaches continue to evolve, 
and this policy allows the Sir Arthur Lewis Community College to 
meet the demands of student expectations as well as continue to 
provide broad based high-quality educational opportunity to all 
its students.

Online education has become a viable and exciting method for 
instructional delivery because it provides students with great 
flexibility

PURPOSE OF THE POLICY AND POLICY OBJECTIVES:
This policy provides the protocols and guidelines for all e-Learning 
courses offered by the Sir Arthur Lewis Community College. The 
policy allows for faculty to develop quality online courses to meet 
the needs of all students.

Online instruction will help the College in achieving its core values 
of sustainability, innovation and entrepreneurship to help further 

excellence and student success. This policy acts as a guide for 
the promotion of the high quality, education that the College 
offers by acknowledging the place of online instruction among 
informed practices and approaches for teaching and learning.

SCOPE:
This policy applies to all the entire College. It pertains to all 
courses developed for online learning including face to face, 
blended/hybrid or any other combination of modalities in which 
online instruction takes place.

POLICY STATEMENT: 
Definition of eLearning: 
Online learning is a type of distance education in which teachers 
and learners are physically separate and instruction and content 
are delivered primarily through the Internet. An online course 
as one in which 51 percent or more of the course is delivered 
online. Primary instruction online is often supplemented by face-
to-face meetings or supervision (sometimes called blended 
learning).

The terms online learning and online education cover a broad 
range of activities and opportunities. These include but are not 
limited to the following terms: 

• Online classes have no (or minimal) physical seat time. They 
are usually asynchronous and do not require the scheduling of 
teachers, classrooms, or students. 



• Hybrid classes have 
required amounts of 
physical attendance, but 
some of that attendance 
requirement is replaced by 
online work. For example, 
a student may spend three 
days a week in a physical 
classroom with a teacher 
and other students and 
two days working in a 
computer lab, in a study 
hall, or at home. 

• Blended classes 
meet face-to-face full 
time like regular classes 
but are augmented by 
formal, extensive online 
resources. One model of a 
blended classroom is the flipped classroom, in which students 
access the curricular content outside of class and then use class 
time to discuss, apply, and clarify the content.

The College will use eLearning where appropriate to provide 
learning experiences that are flexible, responsive and effective to 
meet the needs of all its learners. For e-learning to be effective 
and efficient, students are expected to have access to all required 
materials/resources to meet the learning outcomes of the course.

The introduction of eLearning allows the College to provide on-
line administrative services and technical infrastructure that is 
designed to provide secure services to students.

Procedures and Resources:
Support:
Elearning is connected to all the services offered at the College 
including but not limited to the following:
 - ITS
 - Library
 - Registry
 - Student Services
 - Academic Units
The various Units will therefore provide support to eLearning 
to assist learners and faculty who need to access the online 
environment. This support will include but is not limited to the 
following:

• Institutional Support will be provided to faculty and students, 
by the requisite Units including but not limited to the e Learning 
Unit, ITS department, Registry, Library, Finance, and the various 
academic units. 

• The requirements of the 
academic programs will guide 
the Library in its response 
to the provision of library 
services. Elements of library 
support that should be made 
available to students taking 
e-Learning courses may 
include but is not limited 
to courier and electronic 
document delivery, electronic 
reserves, electronic journals 
and books, full-text databases, 
end-user searching, reference 
assistance and instruction, 
remote access to networked 
resources, library resource 
management services, 
reciprocal borrowing and 
interlibrary loan services, 
cooperative arrangements 

with other libraries for collection access, and other strategies that 
emphasize access, evaluation, effective use and management 
of resources. • Forming partnerships or collaborative 
agreements with other institutions to support the expansion of 
the College through the recruitment of international students.

Additionally the College will provide: 
- Email: an email contact to address questions or concerns for 
faculty and students. 

- Online FAQ’s: Frequently asked questions to handle 
queries that are recurring. These will be updated and cover the 
most basic concerns or challenges, experienced by users. 

- Knowledge base: An online library containing online 
tutorials and video demos will be developed to provide support 
to faculty and students.

Role and Responsibility of the Learner: 
Learner responsibilities in an online or blended course parallel 
those encountered in the traditional classroom with some 
variations given the nature of the course environment. The 
following responsibilities are those of the Learner: 

• Attending the Course Orientation: Whether on-site or 
online, Learners must participate in a course orientation to 
become accustomed to the learning environment in which the 
course will operate. 

• Reading Course Documents: It is important that Learners 
read all course documents (e.g., syllabus, assignments) to 
become familiar with course expectations. This will allow the 
ability to properly plan for all course activities. 



• “Attending” Class: Learners must “attend” the online 
components of a course just as they would a traditional course. In 
an online course, student attendance is considered to be defined 
as logging into the Learning management System regularly and 
participating in all academic activities required by the instructor. 

• Organizing and Managing Time: The Learner needs to be 
well organized and must pay careful attention to the course’s 
schedule and deadlines. 

• Academic Honesty: This is a cornerstone of online coursework. 
The SALCC’s academic honesty and conduct policy pertains to 
all online courses taught at the College. 
• Acquiring Needed Materials: Learners must obtain all necessary 
course materials, including required textbooks, lab materials, 
and course software. In addition, learners may need to access 
various library resources. In this instance, Learners can access 
the library’s databases via the College’s website. 

• Evaluating Computer Setup: Learners are responsible for 
ensuring that they have access to required hardware, software, 
and an Internet connection. Since all online and blended 
courses utilize SALCC email accounts as a primary means of 
communication, Learners must setup and know how to access 
their SALCC email account.

• Learners have the responsibility of maintaining the security 
of their usernames, passwords, and personally identifiable 
information. 

• Staying in Contact: Learner interaction with peers and the 
instructor is just as important in an online or blended course as 
it is in the traditional classroom. Learners must take advantage 
of all the communication options that are available in the course 
(e.g., email, discussion boards, chat areas) to facilitate learning 
and complete projects.

Roles and Responsibility of College and Faculty:
Learners will be given instructions on how to access the course 
via their SALCC email address. They will only have access to 
online courses through the duration of the course. They will have 
access to course material, examinations and results.

• The College will maintain the hardware and software for 
the development and delivery of online courses (learning 
management software, audio/video software, multimedia efforts 
etc.)

• Faculty teaching online courses must coordinate any requests 
for course updates, additions, changes etc. with the e Learning 
Unit.

• Faculty will participate in required workshops to learn, online 
instructional strategies, how to utilize the e Learning platform to 
achieve the course outcomes and conduct student assessment 
activities, and to manage the course. Additionally, faculty will be 
provided support in:

o selecting appropriate learning strategies/tools for course 
delivery and management,
o developing confidence in tools/skills for course delivery
o Managing and delivering the course.

• Development of an online course will be recognized as part 
of the workload in keeping with the collective agreement of the 
faculty member.
• Faculty will provide for access to online students. Access 
methods must be clearly stated on the course page and may 
take the form of stated office hours including but not limited to 
the following:

o Structured email response (within 24 - 48 hour) policies
o Designated live chat sessions
o Discussion forums / postings
o Scheduled phone accessibility
o Or combinations of such methods.



• Students must be verified for all 
credit courses and programs offered 
through online methods. Students 
who register for an online course or 
program must be the same student 
who participates in and completes 
the course or program. The College 
through the office of the Registrar will 
ensure that methods are in place to 
verify the student’s identity beginning 
when the student applies for 
admission and continuing through his/
her graduation, transfer, or withdrawal 
from study.

• Courses developed by faculty using 
College facilities for online teaching 
and learning must adhere to the 
following:

o All online courses will be 
developed and delivered 
through the approved online learning platform Moodle.
o The e Learning Unit will review the course for 
completeness and to ensure that it meets the 
requirements.

Copyright and Ownership:
Ownership of the course content will be in keeping with the 
copyright and intellectual property rights policy of the SALCC. 
(See Copyright and Intellectual Property Rights Policy). The 
College must have permission from writers for internal continued 
use of digital materials produced for on-line courses with SALCC 
resources.

Copyright allows faculty and staff to control eLearning distribution, 
use and dissemination of content. Copyright over educational 
materials including text, images, video or sound items in print 
and digital format produced by staff members in the course of 
the College’s employment or with the use of College equipment, 
facilities or other resources belongs to SALCC. All material and 
resources housed in the online course remain the property of 
the College these may include:

- Notes created for student use

- PowerPoint or other digital presentations

- Class assignments, exams, and supplemental materials

- Digital course materials, including a limited, insubstantial 
part of a digitally produced or digitally reproduced lecture 
(but not the entirety of any single lecture or multiple 
lectures) Course materials collectively generated by a class 
are considered “institutional work,” by the College and the 
copyright belongs to the College.

- Syllabi and course material

- Banks of multiple choice tests and 
examination questions

- Electronic course resources and 
discussion posts

- All SALCC produced publications 
including electronic media and content 
on SALCC websites

- Works specifically produced for the 
College that fall outside the normal 
course of academic work.

Privacy and Protection: 
Data privacy defines who has access to 
data. Data protection provides tools and 
policies that restrict access to the data. 

Any personal information collected by the College will be used 
in the following way to safeguard the privacy of all stakeholders:

- Data will be used support student learning and success

- It will be used for continuous improvement and 
personalizing student learning.

- It will be used for informing, engaging and empowering 
students, families, faculty and other stakeholders.

- Students, families and educators should have timely 
access to information collected about students.

- Personal information will only be shared under terms of 
agreement for legitimate educational purposes, otherwise 
consent must be given by parent or guardian if student is 
below age of consent.

- The College will have clear rules and guidelines for the 
collection, use, safeguarding and destruction of personal 
information.

- Employees of the College should be trained to know how 
to use, protect and secure personal information effectively 
and ethically.

The College will employ the use of plagiarism software to ensure 
that students do not plagiarize or infringe on the copyright or 
intellectual property rights of works not created by them.

The SALCC will also ensure that open source or creative 
common licenses are used for third party online content.



Use of SALCC facilities:
The College will support the eLearning through the provision of 
facilities that enable ease of use of online platform. These can 
include but is not limited to the:

- Provision of wireless access across all campuses.
- Provision of classrooms with resources for online teaching 
and learning.

Computer equipment and resources provided to staff and 
students always remain the property of the SALCC including 
equipment acquired from research funding. Additionally, the 
College reserves the right to restrict or control internet protocols. 

The College prohibits the use of facilities and equipment for any 
of the following:

- Viewing, storing, downloading, or forwarding images, 
moving images, sound files, texts or recordings that contain 
sexually explicit or sexually suggestive, racist, harassing, 
intimidating or defamatory material, except where there 
legal and demonstrable academic need to access or 
distribute such content.
- Hacking in any form, including gaining or attempting to 
gain access to restricted resources.
- Impersonating other users or persons
- Damaging or deleting the files of other users.
- Obtaining access codes and/or passwords of other users 
without permission.
- Software piracy, or other infringement of intellectual 
property rights in digital content
- Sending of bulk unsolicited mail, commercial advertising 
of other businesses, mail-flooding, or excessive cross 
postings on newsgroups (called spam)

Accessibility: 
Accessibility means making it possible for all students, regardless 
of physical or developmental impairment, to use all course 
materials and tools. The College will ensure that all students are 
able to gain access to online course content by:

- Designing courses that allows for access to persons with 
various types of disabilities.
- Designing courses that allow students to work anywhere 
and anytime.
- Ensuring that the content is presented in multiple ways.
- Ensuring that the organization, content, and structure of 
the course is clear and user friendly.

e-Learning Standards and Review Process:
E-learning standards are a set of common rules that apply to 
content, authoring software and learning management systems 
(LMSs). They provide stakeholders with guidelines for designing 
and developing content, deploying it across platforms, and 
ensuring interoperability across devices.

The College will ensure that there are instructional design 
standards that will help course developers clearly define 
the purpose, objectives, and strategies and assist with the 
development of content, interactivities, assessments, and 
feedback.

The College will review online courses to ensure that they meet 
appropriate standards and guidelines. Course evaluations will 
be sent out at the end of semester.

Quality Assurance policies and procedures will be used to 
ensure that eLearning and teaching offerings are of good quality 
and produce educationally experiences for students that are 
engaging and effective.
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Use of SALCC facilities:
The College will support the eLearning through the provision 
of facilities that enable ease of use of online platform. These 
can include but is not limited to the:

- Provision of wireless access across all campuses.
- Provision of classrooms with resources for online 
teaching and learning.

Computer equipment and resources provided to staff and 
students always remain the property of the SALCC including 
equipment acquired from research funding. Additionally, 
the College reserves the right to restrict or control internet 
protocols. 

The College prohibits the use of facilities and equipment for 
any of the following:

- Viewing, storing, downloading, or forwarding images, 
moving images, sound files, texts or recordings that 
contain sexually explicit or sexually suggestive, racist, 
harassing, intimidating or defamatory material, except 
where there legal and demonstrable academic need to 
access or distribute such content.
- Hacking in any form, including gaining or attempting 
to gain access to restricted resources.
- Impersonating other users or persons
- Damaging or deleting the files of other users.
- Obtaining access codes and/or passwords of other 
users without permission.
- Software piracy, or other infringement of intellectual 
property rights in digital content
- Sending of bulk unsolicited mail, commercial 
advertising of other businesses, mail-flooding, or 
excessive cross postings on newsgroups (called spam)

Accessibility: 
Accessibility means making it possible for all students, 
regardless of physical or developmental impairment, to use 
all course materials and tools. The College will ensure that 
all students are able to gain access to online course content 
by:

- Designing courses that allows for access to persons 
with various types of disabilities.
- Designing courses that allow students to work 
anywhere and anytime.
- Ensuring that the content is presented in multiple 
ways.
- Ensuring that the organization, content, and structure 
of the course is clear and user friendly.

e-Learning Standards and Review Process:
E-learning standards are a set of common rules that apply 
to content, authoring software and learning management 
systems (LMSs). They provide stakeholders with guidelines 

for designing and developing content, deploying it across 
platforms, and ensuring interoperability across devices.

The College will ensure that there are instructional design 
standards that will help course developers clearly define 
the purpose, objectives, and strategies and assist with the 
development of content, interactivities, assessments, and 
feedback.

The College will review online courses to ensure that they meet 
appropriate standards and guidelines. Course evaluations will 
be sent out at the end of semester.

Quality Assurance policies and procedures will be used to 
ensure that eLearning and teaching offerings are of good 
quality and produce educationally experiences for students 
that are engaging and effective.
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