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INTRODUCTION TO CHARTER OAK STATE COLLEGE

About Charter Oak State College
Charter Oak State College is governed by the Connecticut Board of Regents, and accredited by the
Connecticut Board of Governors for Higher Education and the New England Commission of Higher
Education. Charter Oak State College is a Servicemembers Opportunity College. The purpose of Charter
Oak State College is to serve those individuals who cannot or do not choose to complete a college degree
program through conventional means, often because of family, job or financial responsibilities.

Governance
Charter Oak State College is one of the seventeen constituent units of the Board of Regents. The Board is
comprised of 15 voting members with nine appointed by the Governor and four appointed by legislative
leadership, of whom one is a specialist in K-12 education and the three remaining are alumni of the
Community Colleges, Connecticut State University System, and Charter Oak State College. Also serving
on the Board as full voting members are the chair and vice-chair of the Student Advisory Committee.
Funding comes from three sources: state appropriations, tuition and fees, and the voluntary contributions
of individuals, foundations, and the corporate community.

History
The Connecticut General Assembly created the Board of State Academic Awards in 1973. In 1980, the
Board received legislative authorization to designate its degree program as a college. The name chosen,
"Charter Oak College," commemorated an early success in Connecticut's struggle for self-governance and
was particularly suited to a public institution in what is popularly known as the Constitution State. In
1992, the name was changed to Charter Oak State College to facilitate recognition that the College was
part of the state system of public higher education. In 2009, the State statute was changed to grant Charter
Oak State College authority to offer master's degrees.

In 2011, the Connecticut Legislature reorganized the state system of higher education, combining the
twelve community colleges, the four state universities, and Charter Oak State College under one
governing board called the Board of Regents.

Mission
As part of the Connecticut State Colleges & Universities (CSCU) system, Charter Oak State College, the
state's only public, online, degree-granting institution, provides affordable, diverse and alternative
opportunities for adults to earn undergraduate and graduate degrees and certificates. The College's mission
is to validate learning acquired through traditional and non-traditional experiences, including its own
courses. The College rigorously upholds standards of high quality and seeks to inspire adults with the self-
enrichment potential of non-traditional higher education.

Role and Scope
As a nontraditional college, Charter Oak State College is designed to provide adults with alternate means to earn
degrees that are of equivalent quality and rigor to those earned at other accredited institutions of higher learning. The
College, therefore, collaborates with and complements the missions of other Connecticut colleges and universities.

Charter Oak State College awards four undergraduate degrees: the Associate in Arts, the Associate in Science, the
Bachelor of Arts and the Bachelor of Science and one graduate Master of Science Degree. These degree programs
enable students to meet career and personal goals. The content of the bachelor's degree programs is structured to
provide the foundations needed for advanced study since a large number of Charter Oak State College alumni continue
their education in graduate school. In addition, the college offers a number of credit certificate and non-credit
programs. Enrollment is open to any adult who demonstrates college-level achievement. The College endeavors to
recognize the diversity and achievements of its entire community.

Recognizing that learning takes place in many forms, Charter Oak State College provides a flexible approach to
undergraduate higher education. Academic credit may be awarded for course work completed successfully at other
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accredited institutions, academic instruction sponsored by non-collegiate organizations, military training evaluations,
online courses offered by Charter Oak State College, testing, portfolio assessment, contract learning, and for learning
acquired through many licensure and certification programs. Graduate credit may be awarded for transfer work earned
at another regionally accredited institution through portfolio assessment.

Since Charter Oak State College is an online college, its entire structure is designed to serve students at a distance,
including online admissions, online academic advising, online tutoring, and online library services. The College also
serves as a testing center, provides credit registry services; evaluates training programs, national certification,
credentials, and military credit; as well as, information regarding other educational opportunities.

The College faculty are from regionally accredited colleges and universities or are professionals with advanced
degrees working in their area of expertise. They assess academic achievement in areas not measured by standardized
tests and serve as instructors for our online courses, contract learning, and practica. In recruiting these faculty and
experts, the College actively seeks to identify educators who value the impact of broad and diverse experience
acquired by adult students.

Charter Oak State College also assists other Connecticut colleges and universities seeking to provide their students
with alternate ways to validate college-level learning; develops partnerships with the corporate and non-profit
community to meet the state's workforce needs; and through its Connecticut Credit Assessment Program (CCAP) and
Credential Evaluation Program, evaluates and formally recognizes non-collegiate learning regardless of how or where
such learning is acquired.

Charter Oak State College conducts institutional research and assessment to monitor and evaluate the progress and
success of its students, graduates, and programs. The College uses the results of these assessments to evaluate its
effectiveness and to make changes that respond to student, institutional, and societal needs. As part of its assessment
process and to ensure that its students succeed academically, the college instituted a six credit residency requirement at
the undergraduate level in the form of a cornerstone course for new students and a capstone course for seniors.



Degree Offerings

Charter Oak State College is authorized to offer four undergraduate degrees and one graduate degree: Associate in
Arts, Associate in Science, Bachelor of Arts, Bachelor of Science and a Master of Science. In addition to the
majors in general studies (individualized studies and liberal studies), there are Bachelor of Science majors in
business administration, cyber security, health information management, health care administration, psychology,
sociology, child studies early childhood, RN to BSN, human resources, organizational leadership, and public
safety administration and a Bachelor of Arts with a major in sociology. Master of Science degrees are offered in
organizational effectiveness and leadership, health care administration and health informatics. Degrees are
awarded by the governing board, the Board of Regents, upon the recommendation of appointed core
consulting faculty. This recommendation is based on the faculty's formal evaluation of transfer credit, non-
collegiate instruction and portfolios; results of approved examinations; evaluation of Charter Oak State
College courses; and other procedures by which they assess and validate academic learning.

Educational Philosophy
Charter Oak State College holds a unique place in American higher education. It pioneered the
development of an alternative to the traditional college model. Instead of viewing college as a residential
experience in which young adults mature intellectually and personally under the tutelage of faculty in a
prescribed curriculum, Charter Oak State College developed an innovative distance learning program for
adult learners that affords them the opportunity to apply towards a college degree the learning they
acquired through life. Charter Oak's degree program model recognizes the characteristics of adult learners,
honors the traditions of liberal education, and prepares students to apply knowledge in their daily lives.

The Charter Oak State College institutional philosophy asserts that:
* college level learning can be acquired anywhere, anytime, and in many ways;
+ such learning can be assessed;
» when assessed, it should be accredited via appropriate means;
« learning is effectively enhanced via collaborative interaction with faculty and peers;
and
+ advisement is critical to student success

Charter Oak State College students can earn their credits in many different ways, and students come to
Charter Oak State College having earned numerous credits. Since the average age of the Charter Oak
State College student is around 40 years old, Charter Oak State College students have already acquired
many of the skills necessary to succeed in life, such as being a responsible citizen, the ability to work
with others, and the ability to work independently. Therefore, the General Education requirements at
Charter Oak State College build upon these skills. The General Education requirements emphasize the
liberal arts and the skills necessary to enable students to succeed in their profession, be good citizens,
and to continue as lifelong learners and meet the standards of both its state and regional accrediting
associations.

Charter Oak State College believes that its students should be liberally educated, as evidenced by the 60-
credit liberal arts requirement for a Bachelor of Science degree and the 90-credit liberal arts requirement for
a Bachelor of Arts. The liberal arts component of the General Education requirement helps students:

+ acquire knowledge of American history and the history and culture of another country;

« gain an understanding of what it means to be a part of a global and diverse society;

« acquire the ability to use scientific and mathematical inquiry to solve problems;

+ learn how the arts and humanities enhance our lives; and

« understand how the social sciences and behavioral sciences explain past endeavors
and guide future efforts at living together in political, economic and cultural
communities



The General Education program is also designed to help students enhance specific skills and knowledge:
* to think critically;
* to communicate effectively;
« to use information literacy in conducting research; and
+ to make ethical decisions

These skills are infused in a number of the liberal arts courses and in courses required for the
concentration or major.

The College's philosophy carries over to our graduate program. In our graduate program the College
allows students to demonstrate learning equivalent to college-level learning and the program is designed
with working adults in mind. The program requires that the students have work experience and it permits
them to develop a project that can enhance their career. In addition, the degree extends the specific skills
of our general education undergraduate program—critical thinking, effective communication,
information literacy and research, and ethical decision making.

See link below from the catalog for any updates:
https://www.charteroak.edu/catalog/current/general-information/
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Section 1.

Section 2.

Section 3.

Section 1.

Section 2.

CHARTER OAK STATE COLLEGE
BYLAWS

Adopted November 15, 1984

ARTICLE 1
Name

The name of this organization shall be Charter Oak State College.

ARTICLE 11
Object

Charter Oak State College shall be a collegiate organization established to serve as a vehicle for
implementation of the degree-granting functions of the State of Connecticut Board for State
Academic Awards. In 2011, Charter Oak State College became part of the Connecticut State College
and University System under the Board of Regents (BOR). The Board of Regents for Higher
Education was established by the Connecticut General Assembly in 2011 (via Public Act 11-48 as
amended by Public Act 11-61) bringing together the governance structure for the Connecticut State
Universities, Connecticut Community Colleges and Charter Oak State College.

All diplomas or certificates signifying admission to an academic degree conferred by Charter Oak
State College shall be authenticated by placing thereon the official seal of the Board together with the
signatures of the President of the Board or Regents, Chair of the BOR and the President of Charter
Oak State College.

The services of the College shall be offered to all without restriction as to age (except for the
provisions in Article III, Sections 5a and b), or any factor cited in the nondiscrimination statutes of
the State of Connecticut.

ARTICLE III

Members

The membership of the College shall comprise five classifications:

a. The Governing Board

b. The President and Officers of Administration
c. The Faculty

d. The Students

e. The Alumni

The Governing Board

e The governing board of the College shall be the Board of Regents. 15 Voting Members
Nine appointed by the Governor. Four appointed by legislative leadership, of whom one is a specialist in K-12
education and the three remaining are alumni of the Connecticut Community Colleges, Connecticut State Universities,
and/or Charter Oak State College. The chair and vice-chair of the Student Advisory Committee. 6 Non-Voting, Ex-
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Officio Members--Commissioner of the Department of Education, Commissioner of the Department of Economic and
Community Development, Commissioner of the Department of Labor, Commissioner of the Department of Public
Health, and the Chair and Vice Chair of the Faculty Advisory Committee.

Section 3.

Section 4.

Section 5.

The President and the Officers of Administration

The President shall be hired by the Board of Regents. The Officers of Administration shall be hired
by the College-

The Faculty

The College has three classifications of faculty: Core Faculty, Special Assessment Faculty, and
Teaching Faculty. As provided by statute, there is no full-time faculty.

Section 4a. Core Faculty

They shall have no full-time teaching or administrative duties at Charter Oak, and their services shall
be of an intermittent, consultative nature as arranged by mutual agreement. Appointees shall be
nominated mainly from the teaching faculties of regionally accredited, degree granting institutions in
Connecticut and appointed in consultation with the Academic Council by the President or his/her
designee. (See below, ARTICLE V, Faculty.) Specific duties are outlined in the Faculty Handbook.

Section 4b. Special Assessment Faculty

They shall have no full-time teaching or administrative at Charter Oak and their services shall be of
an intermittent, consultative nature as arranged by mutual agreement. If the expertise is not available
within the Core Faculty or Teaching Faculty, appointees shall be selected primarily from the teaching
faculties at other regionally accredited two and four year institutions. They may be hired from
outside of Connecticut, if needed. Specific duties of the Special Assessment Faculty are further
delineated in the Faculty Handbook. Special Assessment faculty members are appointed by the
Chief Academic Officer or his/her designee.

Section 4c. Teaching Faculty

The members of the Teaching Faculty are hired by the Chief Academic Officer or his/her designee.
Their services will be delineated in their appointment letters/contracts. Teaching faculty will have
appropriate credentials and expertise. Their duties, hiring process, evaluation process, and
termination process are specified in the Faculty Handbook. The Teaching Faculty, since they teach
online, may be hired from outside of Connecticut.

The Students
a. Enrollment as degree candidates is limited to persons who are beyond the age for compulsory

school attendance as defined by the State of Connecticut and who have demonstrated the
ability to benefit from participation in the programs of Charter Oak State College.



Section 6.

Section 1.

b. Enrollment in the status of non-matriculated student may be available to persons who do not
meet the basic age and/or educational requirements stated above for enrollment as a regular
student and degree candidate.

c. Persons whose applications for enrollment as degree candidates have been accepted shall be
Student Members of the College until such time as they receive a degree, or their enrollment
is cancelled by action of the administration. Student Members are further classified as Active
or Inactive depending on the status of their degree candidacy. A Student Member who
receives an associate degree from Charter Oak State College shall retain the status and
privileges of a Student Member if continuing or re-enrolling as a Baccalaureate Degree
Candidate.

Alumni
All recipients of an Associate or Baccalaureate Degree from Charter Oak State College shall be
designated as Alumni of the College.
ARTICLE IV
Officers

The President and Officers of Administration

The President presides over the College. The President is authorized to designate Officers of Administration including

Chief Academic Officer, Vice Presidents, Deans, and their assistants. The Chief Academic Officer of the College reports

directly to the President and serves as the leader of the College in the President’s absence.

Section 2.

Section 1.

Institutional Structure

The institutional structure shall be approved by the BOR at the recommendation of the President of
the College. The Academic Council shall be consulted by the President or Chief Academic Officer
regarding the organization of the Faculty.

ARTICLE V

Faculty

Duties and Responsibilities

The duties and responsibilities of the-Faculty shall include the following:

a. To establish requirements for such degrees as the College is authorized to award;
b. To establish requirements and standards for award of academic credit and academic assessment;
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Section 2.

Section 3.

c. To advise students;
d. To validate credits earned at other accredited institutions;
e. To make original awards of credit;

f. To make recommendations to the governing board for award of degrees to duly enrolled and
qualified candidates; and

g. To teach and develop courses and assess student work.

Members

a. The primary qualifications for appointment as a Member of the Faculty shall be professional
expertise and skill in academic functions.

b. Although faculty are considered employees for reporting purposes, such individuals shall be
appointed in the capacity of independent consultants and as independent consultants they may
in no circumstances be deemed to represent any agency or institution with which they may
otherwise be affiliated.

c. The College shall make every effort to maintain a Faculty balanced in terms of academic
scope, diversity, geographical representation and public/private institutional background.

d. Due provision shall be made for the initial orientation and training of new appointees and for
the subsequent development of their expertise so as to qualify for further responsibilities.

Recruitment, Appointment and Reappointment

a. Recruitment

i.  Nominees for the Core Faculty shall be from a list of candidates compiled by
solicitation of the academic departments of accredited institutions of higher
education in Connecticut where persons having the particular competence sought
may be employed and from the Charter Oak State College Teaching Faculty.

1. Special Assessment Faculty are recruited from within our Core and Teaching
Faculty, or if the expertise doesn’t exist in the subject area needed, from other
regionally accredited colleges and universities and/or from professional sources of
content area expertise.

iii. Teaching Faculty will be recruited through an application process and selected
based on their credentials and expertise.

1v. The searches described above shall be clearly identified as both affirmative and
nondiscriminatory in nature. Further, in cases where two or more candidates have

substantially equal qualifications, preference shall be given to the one whose gender
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Section 4.

or racial group is under-represented in the Core Faculty and Teaching Faculty, if
known.
Appointment and Reappointment
All appointments and reappointments to the Faculty of the College as a Core Faculty member
shall be made by the President or his/her designee upon consultation with the Academic

Council and Chief Academic Officer.

Appointment and reappointment as a Special Assessment Faculty member shall be made by
the Chief Academic Officer or his/her designee.

Teaching Faculty shall be hired by the Chief Academic Officer or his/her designee.
Reappointment is based on need and performance.

Special Assessment Faculty

Members appointed on a contingent basis for advisory and/or evaluative services shall be
appointed in the classification of Special Assessment Faculty.

Appointments as Special Assessment Faculty shall normally be proposed for the purpose of
augmenting the scope of professional resource persons available. Appointments are for a specific
assessment project.

Section 5. Core Faculty

a.

Members appointed for a term of service on one or more of the Standing Committees of the
Faculty which are responsible for establishing and implementing the policies and procedures
of the Faculty shall be appointed in the classification of Core Faculty.

Terms of Service

I. The initial appointment of a Core Faculty Member is for service on an Academic or Program
Committee for a period of up to three years. Core Faculty may be reappointed for additional
five-year terms as long as they are employed full time at an accredited college or university in
Connecticut and are fulfilling their responsibilities to Charter Oak based on the
recommendation of the Committee Chairperson.

il. Initial appointment of a Core Faculty Member for service on the Academic Council for a five-
year term may be made after completion of an initial term on an Academic or Program
Committee. Members to the Academic Council may be reappointed for additional five-year
upon recommendation of the Chair of the specific core faculty committee and the Chief
Academic Officer or his/her designee. All Faculty Members of the Academic Council serve
concurrently on an Academic or Program Committee. Staff representatives to the Academic
Council and Program Committees shall be appointed by the President for a term of two years.
If a Core Faculty member retires, he/she may finish out his/her term of appointment.

iii. Reappointment of a Core Faculty Member is considered by the President or his/her designee
on the basis of written evaluations prepared by, or at the direction of, the Chairperson of the
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academic or program committee(s) on which the Core Faculty Member is serving, during the
final year of current appointment, according to the procedure outlined in Section 3, b. above.

Evaluation of Core Faculty members is based upon the degree and quality of their contributions to the
mission of Charter Oak State College. Evidence of such contributions may include such activities as
active participation in Committee meetings, consultation with staff members, student advising,
assessment projects, and subject-matter area consultative services and mentoring distance learning or
contract learning courses.

Except in extenuating circumstances, a Core Faculty Member who fails to participate for an entire
year shall be deemed to have vacated his or her appointment.

Scheduling of Appointments

All appointments for which a term of service is specified will normally end on September 30
in the year of expiration. Terms of appointments to all committees shall be staggered so as to
assure some continuity of membership. If an appointment is for the unexpired term of
another Core Faculty Member the Core Faculty Member so appointed may, after completing
the unexpired term, serve the number and length of terms so specified in subsection b. of this
section.

Section 6. Academic and Program Committees

a.

There shall be the following Academic Committees:

1. Social and Behavioral Sciences

1i. Business

1. History and Humanities

1. Mathematics, Science and Technology

There shall be the following Program Committees:
L. Assessment

il. Graduate Programs

Each Academic Committee having responsibility for a specified subject-matter area shall be
authorized to conduct validation procedures within its area of competence and recommend
academic policy to the Academic Council.

The Program Committees shall be authorized to develop policies and procedures for the
programs under its direction and to recommend same to the Academic Council for approval.
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Section 7.

The Graduate Committee will recommend policies for all graduate programs regardless of
major.

The Academic or Program committees may appoint subcommittees as needed.

Any action requiring a vote of the Academic or Program committees needs to be sent to the
committee prior to the vote, ideally it should be discussed, in person or electronically, one
meeting before the vote takes place. If the action taken requires approval of the Academic
Council, the chair of the appropriate Academic or Program committee will request that it be
place on the Academic Council agenda for discussion and then for vote.

The number of members appointed to an Academic Committee or to the Assessment
Committee may not exceed sixteen (16).

The Chairs of the Academic and Program Committees shall be recommended for appointment
by the Provost to the Academic Council for its approval. Chairs normally shall serve no more
than two years consecutively. The Chairs of Academic and Program Committees shall serve
as voting members of the Academic Council.

One member of each program committee shall be a college staff member appointed by the
President or his/her designee for a term of two years. Terms can be renewed.

Policy Committees

There shall be a standing committee designated as the "Academic Council."

1. Members of this committee shall be qualified as specified in Section 5, b., ii. of this
article. Appointed members of the Academic Council shall not exceed nineteen (19).
Two members of the Academic Council shall be staff members of the college
appointed by the president for a term of two years.

il. The Academic Council shall develop academic policy and speak for the Faculty in
matters pertaining to program requirements, validation of credits, and
recommendation for the award of academic degrees. All formal actions by the
Academic Council within the scope of its competence shall have the force of an action
by the entire membership of the Consulting Faculty.

1. Subject to the approval of the governing board, the Academic Council shall establish
the requirements and academic standards for earning the degrees of Bachelor of Arts,
Bachelor of Science, Associate in Arts, Associate in Science and Master of Science
and for earning such other degrees and certificates as may from time to time be
authorized.

iv. Action on matters of general academic policy may be taken at any meeting of the
Academic Council, provided information regarding the item was sent prior to the
meeting and the item either was discussed at a prior meeting of the Academic Council
or was recommended following discussion by an academic or program committee or a
special committee authorized by the Academic Council.
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Section 8. Officers

a. The officers of the Faculty shall be the Dean of the Faculty, one or more Associate Deans,
and such other officers as may be authorized from time to time.

b. Officers shall be appointed by the President or his/her designee in consultation with the
Academic Council.

c. Eligibility for appointment as an Officer of the Faculty shall be limited to those serving
currently as members of the Academic Council.

Section 9. Meetings
a. At the Annual Meeting of the Academic Council, usually in June or July, the President or
his/her designee shall consider recommendations for faculty appointments and

reappointments and shall consider recommendations for officers and committee chairpersons.

b. All standing and ad hoc committees shall meet as necessary at the call of the Dean of the
Faculty, Chief Academic Officer or the President.

c. The members present shall constitute a quorum at any committee meeting provided that the
call was sent, or direct telephone contact was made with all members at least ten days in

advance of the meeting.

d. The chair of a committee may participate in all votes of that committee.

ARTICLE VI

These bylaws may be amended by the President or Chief Academic Officer following consultation with the
Academic Council. The revised By-Laws will be sent to the BOR.

Approval

Approved by action of the Faculty Committee on Degrees at a meeting on September 9, 1987, superseding Faculty
Bylaws adopted on November 15, 1984.

Approved by action of the Board for State Academic Awards at a meeting on October 15, 1987, superseding Faculty
Bylaws adopted on November 15, 1984.

Approved by action of the Board for State Academic Awards at a meeting on May 10, 1990, superseding Faculty
Bylaws on October 15, 1989.

Amended by action of the Board for State Academic Awards at a meeting on May 9, 1991.
Approved by action of the Board for State Academic Awards at a meeting on March 19, 1998.
Approved by action of the Board for State Academic Awards at a meeting on November 19, 1998.
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Amended by action of the Board for State Academic Awards at a meeting on January 17, 2002.
Amended by action of the Board for State Academic Awards at a meeting on July 29, 2004.
Amended by action of the Board for State Academic Awards at a meeting on July 27, 2007.

Amended by action of the Board for State Academic Awards at a meeting on February 23, 2011.
Amended by action of the Academic Council via e-mail August 1, 2016

Amended by action of the Academic Council by electronic vote on April 15, 2019
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Policy of Nondiscrimination

Charter Oak State College recognizes its responsibility to the principles of affirmative action and equal
opportunity and is committed to carrying out these principles with diligence and conviction. Charter Oak State
College is committed to acknowledging the worth of all persons within the higher education community, to
promoting pluralism and to seeking an end to acts of intolerance. The promotion of racial, religious and ethnic
pluralism is a responsibility of all individuals within the Charter Oak State College community. Acts of violence
and harassment reflecting bias or intolerance of race, religion, gender, sexual orientation, disability, and ethnic
or cultural origins are unacceptable, and Charter Oak State College will take corrective action if such acts of
violence or harassment occur. Charter Oak State College does not discriminate on the basis of race, color,
ethnic or national origin, sex, sexual orientation, gender identity, religion, age, ancestry, disability, military
status, veteran status, or other non-merit reasons, in admissions, educational programs or activities and
employment, and complies with all applicable federal and state laws regarding nondiscrimination and
affirmative action, including Title IX of the Education Amendments of 1972 and Section 504 of the
Rehabilitation Act of 1973, Title VII of the Civil Rights Act of 1964 and the Elliott-Larsen Civil Rights Act.
Title IX of the Education Amendments of 1972 is a federal law that prohibits sex discrimination in education. It
reads: "No person in the United States shall, on the basis of sex, be excluded from participation in, be denied the
benefits of, or be subjected to discrimination under any education program or activity receiving Federal
financial assistance."

--Legal Citation: Title IX of the Education Amendments of 1972, and its implementing regulation at 34 C.F.R.
Part 106 (Title IX) Sex discrimination includes sexual harassment, sexual assault and other forms of sexually
motivated misconduct (See “Sexual Misconduct Reporting, Support Services and Processes Policy”).

If you are a student who has a question or complaint regarding the nondiscrimination policies, please contact:

Wanda Warshauer, Title IX Coordinator for Students
860-515-3841, wwarshauer@charteroak.edu

Dr. Shirley Adams, Title IX Coordinator for Students
860-515-3836, sadams@charteroak.edu

55 Paul Manafort Drive, New Britain, Ct 06053

If you are an employee of Charter Oak Staff College and you have question or complaint regarding the
nondiscrimination policies, please contact:

Dr. Shirley Adams, Title IX Coordinator for Staff
860-515-3836, sadams(@charteroak.edu .

Rowena McGoldrick, Title IX Coordinator for Staff
860-515-3751, rmcgoldrick@charteroak.edu

Inquiries regarding the application of the federal nondiscrimination policy may be referred to the Coordinator or
the Assistant Secretary for Civil Rights, U.S. Department of Education, Washington, DC 20202, or the Regional
Director, U.S. Department of Education, Office for Civil Rights, J.W. McCormack Post Office & Courthouse
Building, Room 222, Boston, MA 02109.
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Non Discrimination in Hiring

CONNECTICUT STATE COLLEGES AND UNIVERSITIES
AFFIRMATIVE ACTION PLAN
AFFIRMATIVE ACTION AND EQUAL EMPLOYMENT OPPORTUNITY
POLICY STATEMENT
SECTION 46a-68-78

This section was in compliance in the last Affirmative Action Plan.

As the statewide policy making authority for public higher education in Connecticut. The Connecticut State Colleges
and Universities (CSCU) System Office is committed to leading, by example, in the areas of affirmative action equal
employment opportunity for all of the Connecticut State Colleges and Universities. Additionally, the CSCU System
has been charged by state statutes to promote representative racial and ethnic diversity among the students, faculty,
administrators and staff at public institutions of higher education. The CSCU’s policies also advances compliance with
the Americans with Disabilities Act (ADA) and Title IX requirements through all of the Connecticut State Colleges
and Universities (CSCU). Equal employment opportunity and affirmative action are essential to achieving higher
education’s twin goals of academic excellence and equity.

Subsection (a)
The Connecticut State Colleges and Universities is submitting an Affirmative Action Plan that contains a policy
statement that:
1.) Identifies the purpose and need for affirmative action and equal employment opportunity;
2.) Identifies the classes protected under all Federal and State constitutions, laws, regulations and executive orders
that prohibit or outlaw discrimination;
3.) Establishes affirmative action as an immediate and necessary agency objective;
4.) Pledges the agency to take affirmative steps to provide services and programs in a fair and impartial manner;
5.) Recognizes the hiring difficulties experienced by individuals with disabilities and by many older persons and
sets program goals for action to overcome the present effects of past discrimination, if any, to achieve the full and
fair utilization of such persons in the workforce;
6.) Advises employees of the existence of the agency’s internal complaint procedures; and
7.) Identifies the agency Equal Employment Opportunity Officer or person assigned affirmative action duties by
name, position or position classification, address and telephone number.

Subsection (b)

The Policy Statement is also signed and dated by the CSCU President and shall evidence his commitment to achieve
the goals set forth in the Connecticut State Colleges and Universities (CSCU) Affirmative Action Plan.

As the statewide policy making authority for public higher education in Connecticut, the Connecticut State Colleges
and Universities (CSCU) is committed to leading, by example, in the areas of equal employment opportunity and
affirmative action. Additionally, the Connecticut State Colleges and Universities has been charged by state statutes to
promote representative racial and ethnic diversity among the students, faculty administrators and staff at public
institutions of higher education. The Connecticut State Colleges and Universities (CSCU) policies also advances
compliance with Title IX requirements and the Americans with Disabilities Act (ADA) at all Connecticut State
Colleges and Universities. Equal employment opportunity and affirmative action are essential to achieving higher
education’s goals of academic excellence and equity.

The Connecticut State Colleges and Universities (CSCU) recognizes that affirmative action is positive action
undertaken with diligence and conviction to:
Overcome any remaining effects of past practices, policies or barriers to equal employment opportunity, and;

Achieve the full and fair participation of all protected class members found to be underutilized in the workplace, or
adversely impacted by policies or practices.

The Connecticut State Colleges and Universities (CSCU) deems equal employment opportunity to be the education or
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employment of individuals without consideration of race, color, age, sex, including pregnancy, sexual harassment and
sexual assault, religious creed, marital status, national origin, ancestry, physical or mental disabilities (including
learning disabilities, intellectual disabilities, past or present history of mental disability), gender identity or expression,
sexual orientation, transgender status, workplace hazards to reproductive systems or other factors which cannot
lawfully be the basis for employment actions, unless there is a bona fide occupational qualification. The Connecticut
State Colleges and Universities (CSCU) will not request or require genetic information from job applicants or
employees, or otherwise discriminate against any person in employment conditions on the basis of genetic information.
Additionally, the Connecticut State Colleges and Universities (CSCU) will not unlawfully discriminate against persons
with a prior criminal conviction. Equal employment opportunity is the purpose and goal of affirmative action. It is the
policy of the Connecticut State Colleges and Universities to administer all personnel policies in manners that insure
that there is no discrimination based upon race, color, age, sex, including pregnancy, sexual harassment and sexual
assault, religious creed, marital status, national origin, ancestry, physical or mental disabilities (including learning
disabilities, intellectual disabilities, past or present history of mental disability), gender identity or expression, genetic
information, sexual orientation, transgender status, criminal record, workplace hazards to reproductive systems or other
factors which cannot lawfully be the basis for employment actions.

The Connecticut State Colleges and Universities recognizes the hiring difficulties experiences by persons with
disabilities and by many older persons. If necessary, program goals shall be established with the Affirmative Action
Plan for action eliminating hiring barriers and actively recruiting members from these groups, to overcome any
remaining effects of past discrimination against these groups and to achieve full and fair participation of such persons
in the workforce.

The Connecticut State Colleges and Universities shall explore alternative approaches wherever personnel practices
have a negative impact on protected classes and establish procedures for the extra effort deemed necessary to assure
that the recruitment and hiring of protected group members reflect their availability in the job market. To this end, the
Connecticut State Colleges and Universities shall continuously review its personnel policies and procedures to ensure
that barriers that unnecessarily exclude protected classes and practices that have a discriminatory impact are identified
and eliminated. Recognizing that there are residual effects of past discrimination, the CSCU pledges not only to
provide services in a fair and impartial manner, but also establish, through this policy, affirmative action and equal
employment opportunity as immediate and necessary objectives throughout all of the Connecticut State Colleges and
Universities.

The Connecticut State Colleges and Universities is committed to maintaining a work environment free from influence
or prejudicial behavior and sexual harassment and a workplace in which all terms, conditions, privileges and benefits
are administered in an equitable manner. The Connecticut State Colleges and Universities has an internal
discrimination complaint procedure and system to process and resolve grievances.

Mark Ojakian, the President of the Connecticut State Colleges and Universities is committed to successfully
implementing the Affirmative Action Plan and goals within timetables set forth. The President assures that all
employees, especially managers and supervisors understand the policies and their responsibilities for implementing
such and take positive steps to ensure compliance with the Affirmative Action Plan, AA/EEO policies, procedures and
programs and also Americans with Disabilities Act (ADA) and Title IX requirements and mandates.

Leah Glende, Manager of Diversity and Inclusion is the appointed Equal Employment Opportunity Officer for the
Connecticut State Colleges and Universities System Office and reports directly to the President of the Connecticut
State Colleges and Universities (CSCU) regarding all affirmative action, equal employment opportunity, diversity,
inclusion, ADA and Title IX matters. The Affirmative Action Plan is available to all members of the workforce and the
CSCU System through the Human Resources Office which is located at 61 Woodland Street, 3rd Floor, Hartford, CT
06105. Ms. Glende can be reached by telephone at (860)-723-0727 or by email at glendel@ct.edu . 6/28/2016

Mark E. Ojakian Date 6/28/2016
President
Connecticut State Colleges & Universities (CSCU)

16


mailto:glendel@ct.edu

Student Code of Conduct

When a student ignores or fails to act in accordance with local, state, and federal laws and regulations or Charter Oak
State College policies, the Board of Regents and Charter Oak State College have the obligation and right to institute
appropriate disciplinary action. Students whose conduct is determined to be unacceptable will be subject to sanctions,
following due process, which are commensurate with the gravity of the offense and in the best interests of the College
community. Sanctions may include suspension or expulsion.

Charter Oak State College shall ensure that no person is excluded from participating in, denied benefits of, or
otherwise be discriminated against under any program because of race, color, gender, sexual orientation, national
origin, religion, age, disability or marital status.

Please review the BOR/CSCU STUDENT CODE OF CONDUCT approved in April 2014. Students must abide by
both the BOR/CSCU and Charter Oak codes of conduct.

https://www.charteroak.edu/catalog/current/student rights responsibilities/student code conduct.php
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ONLINE LEARNING AT CHARTER OAK STATE COLLEGE
Introduction

The Charter Oak State College began developing its own asynchronous online courses in Fall 1998.
Currently, the College offers over 450 online courses on the Blackboard Learn platform. The courses are
developed and facilitated based on NECHE’s “Policy on the Review of Electronically Offered Degree and
Certificate Programs” and based on Quality Matter (QM) quality standards (See Appendix E).

Statement on Online Instruction & Copyrights/Intellectual Property Rights

An online course implemented in the Blackboard Learn platform course-management system at Charter Oak
State College is an organized collection of articles, notes, media, assignments, online communications,
tests, and similar materials. Most of the materials are developed specifically for online courses by the content
expert (faculty) with the support of the college’s instructional design office. Other learning resources may
exist as links to copyrighted materials existing on the Internet. Thus, the course exists as a specific
configuration or collection of teaching artifacts, some of which are separately copyrighted and some of
which originate from the college’s supported development.

A new course (as a designed collection of assembled and authored materials) produced under Charter Oak
State College, where the college provides the specific authorization or supervision for the preparation of the
course, is work made for hire. A new or redeveloped course requested by the College and for which the
College has agreed to specially compensate or provide other support to the developer(s) is work made for
hire. In all cases (course developments and/or redevelopments where compensation was provided), the
copyright and intellectual property components of the course(s) will be held and exercised exclusively by
Charter Oak State.

A course developer is defined as a subject matter expert hired to develop or redevelop a course for Charter Oak
State College. As a part of the course development process, he/she agrees to develop or redevelop and maintain
the course content for compensation.

Course Developer Roles & Responsibilities:
e Complete Faculty Orientation Course (if first time developing/teaching)
e Complete the course build process within the timelines prescribed by the Provost or his/her designee
e Develop the course, including the student learning outcomes and assessments, at the assigned course level
e Teach the course the first time it is offered to make any necessary edits to the course content. The
course developer becomes the lead instructor of the course unless he/she relinquish this responsibility,
or it is reassigned due to course teaching load requirements.

Lead Instructor Roles & Responsibilities:

o Keeping their course(s) up-to-date; ensuring they are technically functional and ready for delivery each
term it is offered (i.e. checking links, creating Discussion Board “parent” postings, checking that content
is accurate, etc.).

e Emailing the Instructional Design (ID) team at idteam@charteroak.edu with any minor updates to their
course and syllabi 45 days prior to the start of the semester.

e Inform the Director of Academic Programs or the specific program director, if applicable, of major
changes that need to be made to the course and syllabus as a result of new course materials and/or
new textbook editions. The Director of Academic Programs will work with the Instructional
Design Office to schedule the development work.

o Teaching their course at least once a year, unless course need is less.

e Participating in any program assessment processes, including the state and national accreditation, the 7-
year cycle program review process, to ensure the quality and integrity of Charter Oak State College
programs

e  Other responsibilities may be established by the Provost or her designee.
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Teaching Faculty

Teaching faculty who are not lead instructors are hired on an as-needed basis to teach distance online learning
courses. They teach the course as it has been developed by the developer/lead instructor.

Faculty Recruitment and Teaching Appointment. Teaching faculty are recruited from our Core Faculty,
from advertisements, and through unsolicited applications. Applicants selected from the recruitment process
are interviewed and credentials are checked by the Provost or his/her designee. The Connecticut State
University System employment policy requires “all regular, full-time and part-time external candidates for
employment to undergo a pre-employment background investigation according to this procedure as part of the
employment screening process. Full-time and part-time employees including University Assistants, Lecturers
and other temporary and contracted employees are covered by this policy. No external employment candidate
may begin work for the University or the CSU System until the appropriate screenings have been completed.”
Teaching faculty hired from within the CSU System complete the Dual Employment Request form
(Appendix A).

The recruitment and teaching appointment process also complies with Standard Six: Teaching, Learning, and
Scholarship of NECHE’s Standards for Accreditation to ensure that “the preparation and qualifications of all
faculty are appropriate to the nature of their assignments. Qualifications are measured by advanced degrees
held, evidence of scholarship, advanced study, creative activities, teaching abilities and relevant professional
experience, training, and credentials”

Therefore, Charter Oak State College requires candidates to submit a cover letter, resume, two references from
individuals that can verify the candidate’s teaching experience and official transcripts for his/her highest
degree.

Procedures for recruitment and appointment of faculty, as outlined in Section 3 of Article V of the
faculty bylaws, are designed to assure that a thorough and systematic effort is made to recruit broadly
and affirmatively for qualified persons. Every effort is made to assure that the College’s faculty are
representative of the faculty composition of Connecticut’s higher education community as a whole.

Teaching faculty are hired to teach for Charter Oak State College on an as needed basis. Therefore,
teaching appointments are not guaranteed and are contingent on student enrollments. The roles and
responsibilities for teaching faculty are provided below.

The College requires that all undergraduate programs have a majority of teaching faculty with a master’s
degree in their field of study, with preference given to those with practical/work experience in the same,
college-level teaching, and online teaching experience. Faculty hired with a bachelor’s degree must have
significant experience in their field of study and/or teach in areas of study where it is difficult to find
faculty with a master’s.

The College requires that all graduate programs have a majority of teaching faculty with a doctorate in
their field of study, with preference given to those with practical/work experience in the same, college-
level teaching, and online teaching experience. Faculty hired with a master’s degree must have significant
experience in their field of study and/or teach in areas of study where it is difficult to find faculty with a
doctorate.

Teaching Faculty Role & Responsibilities
Maintaining a presence in your course:
e Introduce yourself and welcome the students on the first day of class
e Log in and participate on a minimum of four days dispersed throughout each week (i.e. participate in
discussion boards, post announcements, provide feedback to graded student work in the Grade
Center, etc.)
e Regularly post substantive discussion board comments that direct/redirect, summarize, or comment
upon students’ postings
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Post weekly announcements summarizing and connecting previous week activities to the current week’s
activities

Correct and return major assignments within 7 days of receiving or sooner (if understanding of that
assignment is necessary for progression to the next assignment, it needs to be corrected much sooner).
Each discussion question, including the posts and the responses to the post, should be graded within a
couple of days (48 hrs.) at the close of each discussion. Faculty should be monitoring the discussion
boards throughout the week to ensure students are correctly answering the questions and that proper
netiquette is being followed. Quizzes should be graded within a couple of days (48 hrs).

Respond to any student correspondence within 48 hours (emails, Q&A's, etc.)

Faculty should not be absent from a course for more than two (2) consecutive days. If you need to be
absent from your course for any reason, you must contact the Provost immediately.

Check for and report any cheating/plagiarism

Grade the assignments for writing ability as well as content. (It is everyone’s responsibility to help
the students become better writing.)

Reporting Grades:

Post grades weekly in the Grade Center, including helpful feedback, (extra credit points are

not permissible to use for student assignments).

Post midterm grades in the Grade Center, if applicable

Issue final grades in ACORN within three days of the last day of class. Note: All "F" grades must be
submitted with the last date of attendance of the student. Incomplete grades should not be given,
unless there is documentation on file with the Provosts office requesting an Incomplete.

Post a zero in the grade center if a student does not submit an assignment for the week that it is due. If
your course allows late work and a student submits it late, you can grade the assignment and change
the zero to reflect the new grade.

Communicating about student concerns:

If you have any student with weekly non-attendance issues (starting with week 1), contact the
Registrar, registrar@charteroak.edu.

If you have students struggling with their assignments or other performance issues, contact the
Advising general mailbox, advising@charteroak.edu (the advisor will contact the student).

For students with documented disabilities, contact the Office of Accessibility Services at
oas(@charteroak.edu to discuss accommodations.

Notify the Provost or her designee of any student who is asking for an extension.

Notify the Provost or her designee of any student that is not following the Netiquette policy within the
discussion forums, (faculty should refrain from removing, deleting or altering any student post).
Instead they should await to hear from Administration on further instructions.

Professional development:

Participate in at least one faculty development activity on an annual basis and document your participation (see

the Faculty Resource Center in Blackboard for details).

Internet connection and course preparation:

Maintain Internet access throughout the course in order to fulfill the participation requirements to teach for

Charter Oak State College.

o Three weeks before courses begin you will have access to your course. During that time, you must:

o Ensure that your course(s) are technically functional and ready for delivery (i.e. check links, create
Discussion Board "parent" postings, check that content is accurate, etc.) This needs to be done three
weeks before courses begin. If changes need to be made, you must send changes to the ID team to
allow them time to make any updates needed.

o Post your bio information so students know a little about your background. You might want to include

a picture. Please refrain from using the bio to promote your business, books, etc.

Lead Instructor (the person responsible for updating the course) responsibilities:
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o [ ead instructors are responsible for keeping their course(s) up-to-date, including new editions. Those using OER
materials are responsible for confirming availability of all such materials including links 45 days prior to the start
of the semester.

o [ ead instructors must teach their course at least once a year, unless not scheduled each year.

e [Lead instructors must participate in the 7-year cycle program review process.

e [Lead instructors who have program directors need to work with their program directors for course changes.

Teaching Faculty Contract Learning.

Contract Learning: There are times when you may be asked to do a learning contract with a student. Occasionally,
a student needs a course (capstone or major course) to graduate and it is not being offered that term or the course is
being offered and the enrollment is low, but the students need the course in order to graduate at the end of that term.

Off-Term Course

If a student is in his/her final term and has one course left to take that is not being offered during the upcoming
semester, the student should work with his/her academic advisor and attempt to make an appropriate substitution for
that course. If a substitution is not in the best interests of the degree program, the student, with the approval of the
academic counselor, may request an independent study for that course.

In order to qualify for an Off-term Course, a student:

e must have an approved concentration plan of study

e must be matriculated

e must be in their final term and have only one course left to take that is not being offered.
e must be cleared to register in the system by their academic advisor

e must submit this form 45 days prior to the beginning of the semester

Capstone Course

This option is only available if the Capstone course needed is not being offered in the current semester. The capstone
project must demonstrate fulfillment of the various outcomes of the major/concentration. There are Blackboard shells
for each capstone. The student must develop a proposal, to be approved by the professor, that will demonstrate
mastery of the outcomes. (The project is not to be a list of the outcomes and how each one was met, but an integrated
use of the core learning outcomes of the concentration or major.) The proposed project may be a research paper,
portfolio of work with written explanation, etc.

In order to qualify for Capstone Course contract, a student:

e must have completed all concentration requirements or is within his or her last 9 credits (3 credits of which are
the Capstone course) of the concentration/major.

e must be matriculated

e must be cleared to register in the system by their academic counselor.

e must submit this form 45 days prior to the beginning of the semester

Low Enrolled Course Occasionally, faculty are asked to teach a low-enrolled course (three students or less).
Professors will be paid the contract rate.
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New Faculty Orientation. New teaching faculty are required to participate in a faculty orientation program
prior to beginning his/her teaching appointment. The Provost or his/her designee will provide information to
new teaching faculty regarding registering for the New Faculty Orientation.

The Faculty Orientation consists of a pre- and post- course survey and four learning modules. The online
course is hosted in Blackboard, COSC’s Learning Management System (LMS) and is Asynchronous where
it can be completed in one or more sessions. Faculty are asked to complete all modules and the pre- and
post-surveys within one week or less.

The orientation is designed to familiarize faculty with the mission of the college, characteristics of the non-
traditional students’ faculty will be teaching, commonly used resources, important policies and procedures
for faculty, and the basics of working with Blackboard.

The pre- and post- surveys will help faculty to assess readiness to begin teaching online and fulfilling the
responsibilities of a COSC faculty member and will allow faculty to identify any areas in which they need
additional support or guidance.

Topics covered in this orientation include:
e  Charter Oak State College’s Unique Mission and the Adult Learners the College Serves
Faculty Roles, Responsibilities and Evaluation
Resources, Policies and Procedures
Navigating and Using Blackboard and other COSC Tools

Ongoing Faculty Development. Teaching faculty are required to participate in at least one faculty
development activity on an annual basis that enhances one’s online teaching or their subject area expertise.
These include opportunities offered by Charter Oak, conferences/webinars you have attended or at which you
have presented, and articles/books that you have published. Documentation outlining the development activity
must be submitted annually to the Provost or his/her designee. Failure to meet the annual faculty development
requirement will influence further teaching opportunities.

Faculty Resource Center. The Faculty Resource Center (FRC) serves as a centralized source of information
and professional development resource for all Charter Oak State College faculty. It is intended as a place where
faculty can come both to find information and interact with other faculty members. Charter Oak hopes to foster a
sense of community among our valued faculty members and promote the continual exchange of ideas about
teaching for Charter Oak.
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Teaching Faculty Evaluations.

Student evaluations. Faculty should encourage students to complete the anonymous course evaluation. A
link to the final evaluation will be emailed to students during the last two weeks of the course.

Faculty evaluations. The faculty evaluation process consists of numerous processes that take place
throughout the year.

Evaluation Processes:

1. To ensure the quality and integrity of Charter Oak State College’s online courses, every new instructor
and instructor teaching a course for the first time is assigned a faculty monitor. The purpose for having a
monitor review a teaching faculty member’s course is to ensure the faculty understands the expectations for
teaching a Charter Oak State College course. This review will also allow the teaching faculty members to
receive valuable feedback regarding his/her interactions with students, facilitation skills and other best
practices for teaching online courses (Appendix C).

2. End of course surveys are examined to monitor student satisfaction.

Policy on Terminating Teaching Faculty. Although teaching faculty are hired on an as-needed basis, Charter
Oak values its faculty and wants to ensure that it has the best qualified faculty teaching its students. Therefore,
the College takes seriously the course evaluations conducted by the students and the peer reviews conducted by
its faculty. The College recognizes, however, that all faculty are not suited to online teaching and that there will
be instances where teaching agreements are not renewed.

Policy:

If a teaching faculty receives, on average, negative student or peer review evaluations during one term or
semester, the Provost/or designee will discuss the evaluations with the instructor and, if appropriate, come up
with a plan to remediate the situation, including having a faculty monitor “sitting in” on the course and viewing
the interactions that take place between the instructor and student during the next term. During that term, the
faculty monitoring the course will provide ongoing feedback to the instructor and to the Provost/or designee. If
the instructor receives another poor evaluation, the Provost/or designee will again review the evaluations and
discuss the situation with the instructor. The instructor will be given one more chance to improve the
evaluations. Provost/or designee will monitor the course during this second offense. If an instructor receives a
third poor evaluation, the instructor will not receive another teaching appointment.

Textbooks and Other Course Materials. The College will order desktop copies of textbooks and other
courses materials that can be obtained from our bookstore. Faculty are required to submit a request for
course materials to the Academics Dept., Academics@charteroak.edu to determine if the bookstore can
obtain the textbook or course materials from the publisher.

Faculty Technology Requirements. Faculty teaching online courses are required to have reliable access
to a computer with an Internet connection.
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Student Services

Charter Oak State College prides itself on its efforts to provide student services to meet the needs of busy adult
learners. The list below is some of the student services Charter Oak provides.

Accessibility Services (Accessibility Specialist, at (860) 515-3846 or OAS(@charteroak.edu)
Online Database, Virtual library resources (ask a Librarian)

Online Bookstore (Barnes & Noble/MBS Direct)

Online Tutoring (Tutor.com)

Turnitin (Electronic monitoring to check students’ papers for plagiarism)

Student government

VA support services

e Student online orientation

e  Prior Learning Assessment

e Virtual advising

Student Related Policies

The College’s policies presented in this section emphasize specific student policies and does not provide the
entire collection of policies. It is important to review the College’s catalog located on the website for all the
student policies in its entirety. https://www.charteroak.edu/catalog/current/

Academic Integrity of the Degree

A fundamental tenet of all educational institutions is academic honesty. Academic work depends upon respect
and acknowledgement of the research and ideas of others. Charter Oak State College is a nontraditional college,
and because some of the student's work may be done at a distance, upholding academic integrity is of utmost
importance. Charter Oak State College expects students and its faculty to uphold high standards of academic
honesty in their scholarship and learning.

To this end, Charter Oak State College provides information about various websites that will help students write
research papers and provides free tutoring for those who need assistance in writing research papers. In addition,
what constitutes plagiarism is covered in IDS101, Cornerstone Course that all students take in their first or
second term. In addition, there is a link in each course to the Academic Policy.

The Academic Honesty Policy for students outlines what is expected of students; however, the faculty also play a key
role in ensuring the academic integrity of the Charter Oak degree.

It is the faculty’s responsibility to:

1. Check for plagiarism by submitting papers and/or assignments to Turnitin or using Google or other word searches

2. Notice if discussion posts are written substantially different than the written assignments

3. Assign work that is not easily available to “purchase”, use authentic assignments, change key assignments often to
prevent them from ending on internet websites

4. Use randomizing to develop quizzes/tests

5. Confront students if you expect cheating/plagiarism and report it to the Provost/or designee

6. Know the academic honesty policy.

The Academic Honesty Policy is available,
(https://www.charteroak.edu/catalog/current/student_rights responsibilities/academic_honesty policy.php)
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Grading Policies

Course Audit Policy

Any student may audit one course per semester on a space-available basis. Auditing carries no credit and no
grade. Even though a course is entered on the student's transcript, it does not affect a student's part-time or full-
time status.

An audited course cannot be changed to a letter grade once the course has begun (or vice versa). If a letter grade
is required, a student must retake the course and pay full tuition. Students wishing to audit a course must
complete the Audit Registration Form and pay 50% of the cost of the course as well as the Student Services
Fee. https://www.charteroak.edu/catalog/current/academic_policies_regulations/course_audit_policy.php

Credit Hour Requirement

Since online courses are not based on “seat” time we rely on faculty to determine if the course level, student learning
outcomes, and workload is equivalent to what is expected in traditional settings. Our faculty reviewers, who are
content experts in the subject area that they are evaluating, are provided with our course-level expectations, a scoring
rubric based on Quality Matters criteria, and the “seat time” expectations as a guide. They review the course syllabus
and assignments, which include the course outcomes and grading rubrics. In addition, a faculty member sits in the
course the first time it is taught.

Seat time expectations:

o Lecture courses meet the equivalent of 50 minutes (in addition to two hours of out-of-class student work time) per
week for 15 weeks (or 750 minutes total) for one semester hour of credit. For a 3 credit course, it would be
equivalent to 150 minutes of lecture and 300 minutes of out-of-class time per week.

¢ A student enrolled in a three-credit course offered in an 8-week (half-semester) format should expect 6 (50 minute)
hours of lecture (300 minutes) and 12 (50 minute) hours of out of class preparation (per week).

¢ A student enrolled in a three credit 5 week course should expect 9 (50 minutes) of lecture (450 minutes) and 18 (50
minute) hours (900minutes) of out of class preparation per week.

Undergraduate: All degree candidates must maintain a minimum grade point average of 2.0 (and grades of C or
higher as required) in order to graduate. Students must earn a grade of C or higher in the IDS 101, English
Composition 1 and 2, all major/concentration courses, and the capstone in order to graduate.

Graduate: A minimum 'B-' grade is required in all graduate courses. Students must obtain an overall GPA of 3.0 (B)
in order to graduate.
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Letter Grade Range (%) Grade Point  Letter Grade Range (%) Grade Point

A 93.0-100.0 4.0 C 73.0-76.9 2.0
A- 90.0-92.9 3.7 C- 70.0-72.9 1.7
B+ 87.0-89.9 3.3 D+ 67.0-69.9 1.3
B 83.0-86.9 3.0 D 63.0-66.9 1.0
B- 80.0-82.9 2.7 D- 60.0-62.9 0.7
C+ 77.0-79.9 2.3 F 0.0-59.9 0.0

Officially Withdrew -Students who want to withdraw from a course must do so in

W writing by completing the electronic withdrawal form. If they do not withdraw

“officially,” the instructor will grade them on the work they did in the course.

Incomplete - Issued with the approval of the Instructor and the Provost/designee, due

I to special circumstances, a student is granted an extension.
AU Audit - Audits will be allowed if the instructor of the course grants permission
Administrative Withdrawal - Students who do not attend a registered course by the end
AW of the first week (by Sunday, 11:59 PM, EST) or who fail to maintain active

participation in a course for two consecutive weeks will be administratively withdrawn
from the course with a final grade of '"AW'".

Pass — Students do not have an option of electing to take a course as Pass/Fail. P grades
P are allowed for courses that have been approved by the Academic Council as Pass/Fail.
A student must earn a "C" or better in order to receive a passing grade.

Request for a Grade of Incomplete with a Two-Week Extension

Under “special circumstances”, including serious illness or death in the family, a student may be given a two-
week extension to complete coursework. The two-week extension ends two weeks after the term ends. The
student must submit the “Request for Incomplete Grade Form” to the Provost/designee with the appropriate
documentation. The Provost will review the request and documentation to determine if the request warrants
granting an extension. If the request warrants approval, the Provost/designee contacts the instructor requesting
an outline of the coursework that the student must complete over the two-week extension. If the student does
not make up the Incomplete grade in the allotted time, the student will receive an “F” grade for the assignment.
Students will not be able to make up any missed postings (Appendix C).

Request for Incomplete Grade Procedures
Because online courses rely heavily on threaded discussions, incomplete grades are not given unless there is an
emergency situation. Incomplete grades may be given only in the following circumstances:
1. The student's work to date is passing;
2. Attendance has been satisfactory through at least 60% of the term;
3. Anillness or other extenuating circumstance legitimately preventing completion of required work by the
due date (documentation will be required to submit with this form);
4. Required work may reasonably be completed within a two-week period;
5. The incomplete is not given as a substitute for a failing grade;
6. The incomplete is not a means of raising his or her grade by doing additional work after the grade report
time.
In these circumstances, a student may request a two (2) week extension. Students must complete the following
process in order to request an incomplete:
1. The "Request for Incomplete Grade" form may be obtained on ACORN forms tab
2. The student initiates the request for an incomplete grade at least one week before the end of the term;
3. The student must e-mail or fax the form to the Provost, along with appropriate documentation.
4. The Provost/designee will determine if the documentation is sufficient to warrant the instructor to
consider an extension. The Provost will either approve or deny (see Appendix C).
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5. Ifthe Provost/designee consents, he/she emails the instructor to request an outline of the coursework
the student must complete over the extension period.

6. The Provost will notify the Registrar of approved Requests for Incomplete Grades.

7. The instructor submits the final grade to the Registrar on the Change of Grade form.

8. Incomplete grades appear on the transcript for two weeks.

9. After two weeks, if coursework is still incomplete, the grade will change to “F”’.
Grade Appeal

The instructor is responsible for assessing student performance and assigning grades for student work. Such
responsibility by its nature is both subjective and objective. If a student feels an error has been made by the instructor
in assigning the final course grade, the student may appeal by completing the Grade Appeal form and by following the
procedures below (in the link). Students only have 15 working days after the last day of the course to appeal a final
grade. The Grade Appeal form can be obtained via the Student tab on ACORN.

https://www.charteroak.edu/catalog/current/academic policies regulations/grade appeal procedures.php

Grade Changes

If a change of grade is recommended by the instructor for a grade appeal or calculation error, the instructor must
complete the Change of Grade form and submit it to the Registrar’s Office for processing. This form will
facilitate the process for changing a grade (Appendix D).

https://www.charteroak.edu/catalog/current/academic policies regulations/incomplete grade policy.php

Withdrawals
Students can withdraw from a course by completing the course withdrawal (W) form located in ACORN.
Students may also be academically withdrawn from a course for lack of attendance (AW).

https://www.charteroak.edu/catalog/current/academic_policies_regulations/course withdrawal refund poli
cy.php
https://www.charteroak.edu/catalog/current/academic_policies regulations/administrative withdrawals.php

Enrollment in a Course: If a student reaches out to you and inquires about enrollment into a course that is full,
please forward the student to the Registrar’s Office (registrar@charteroak.edu).
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Appendix A
Dual Employment Form

INSTRUCTIONS & IMPORTANT REMINDERS FOR COMPLETIMNG THE FORM CT-HR-25
May 2017
Review General Letter 204 and the “Dual Employment Processing™ Job Aid before completing.

= An employes has just one FLSA Status. For the purpose of dual employment, it is imperative
the employes’s FLSA Status has been determined in accordance with the US DO FLSA
Regulations. Questions concemning the FLSA Status of a position are to be directed to DAS
SHREM — Classification & Pay Linit.

7 In accordance with the “Approvals Procedure” in General Letter 204, DAS SHRM — HR
Business Rules & Central Audit Unit must review and approve the Form CT-HR-25 ("CT-HR-
25"ywhen the FLSA Status is Nonexempt or when the hours of the assignments are the same.
This review will be expedited when (all) agencies are able to cerify via the CT-HR-25 the
employes will never excesd 40 combined hours per week.

# The employee must not begin work in the new assignment until all necessary approvals
are on file*,

The agency hiring a current state employee initiates the completion of the CT-HR-25 {when the
employes intends to remain employed in his'her current job beyond the start date in the new
assignment). Refer to the Core-CT HEMS “Dual Employment Processing” Job Aid.

+ Enter the date the CT-HR-25 is completed, the name of employee, the employee's (Empl)
I, and the FLSA Status of the employes.
* Mext to the appropriate Core-CT Record, each agency specifies the following:
o Agency name and assignment work location
o Job title andfor major duties of the position
« Check the box if the DAS class specification reflects the primary duties of the
employes’s assignment.
« When the job title is Faculty, Instructor, Lecturer, Substitute Teacher or Graduate
Assistant where the primary duty of the assignment is teaching, the title alone may
e listed.
= For all other assignments, list the title and major duties to be performed by the
employes. (Aftach a separate sheet of paper for additional duties, as neceasary.)
o For Higher Education only:
« Complete the course information for higher education teaching assignments.
« Enter load hours; combined load hours cannot result in eligibility for additional
benefits
» |ndicate when an employee is teaching an online class
o The start date of the assignment
» Higher Education teaching assignments only: This date may or may not be the
start of the semester. (Do not enter the semester start date unless the employee
is actually scheduled to teach on that date. Rather, enter the actual date the
employes iz first acheduled to work.)
o Indicate if the employee is working in an occasional or sporadic work schedule
« For online and occasional or sporadic assignments: after discussing the hours of
work for each assignment with the employee and ensuring the dual assignment is
appropriate relative to the employee’s other assignment(z), indicate the schedule
varies and will not conflict with other assignments.
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APPROVAL PROCESS

Once (all) agencies involved with the dual or multiple employment have provided the required
information pertaining to each assignment, the CT-HR-25 must be reviewed and signed by the
employes and the Agency Head or designee at each agency.

Agencies may approve this form when the appointment|s) are made in accordance with General
Letter 204 and the employee’s FLSA Status has been determined to be Exempt. Approvals from
Fiscal Managers (at each agency invelved with the dual or multiple assignment) and from DAS
SHRM are required if there iz any chance of overtime.

* Exceptions may be made when all jobs involve teaching assignmenis or in an emergent
situation when the employee’s FLSA Status iz Exempt and when it is imperative for coverage,
i.e_, Substitute Teacher. In such situations, the fully executed form must be on file within seven
{7) business days from the first day the employee worked in the assignment.

30



Statewide Human Resources Management
Dual Emplovment Request Form

Form #: CT-HE-25
Fevised: 52017

The hiring agency initiztes a Dual Employment Fequest (Form CT-HE-25) when hinng a8 cumment state employes
into another state assignment (and the emplovee mbends to contiome working m his/her existing assigmonent). This
form is required in accordance with C G5, Section 5-208a and General Letter 204. See Instuctions on Page 1.

[Today’s Diate [Name of Emploves r.mpl m FL5A Statms

Job title or Major Duotes Official Job Title
Agencyand | Check if duties reflected om ar Anticipated 1 Day
Core-CT | Assienment | DAS class specification (see Conrse ID Higher Ed | of work in {mew)
Eecord # | Work Location | Insiroctions for more information) (Higher Education) | Load Hrs Assiznment

Attach additional information incloding major duties and Core-CT Records, as necessary.

Wark Waorloweek: Seven consecntive days beginning on
Occasienal | Scheduls Friday at 12:01 AA throngh midnight Thorsday
Online o ares, B0 | Coorse/

Core-CT | Course? | Sporadic? conflict | Asmismment
Eecord # ¥ ol ¥ Schedule | Fri | Saf | Son. | Moo, | Toes. | Wed. | Thar.

Stzrt Time:

Unpaid
Break:-

End Time:

Start Timie:

Wrpaid
Break:

End Time:

Stzirt Timie:
2 Wnpaid
Braak:

End Time:

Stzirt Timie:

3 Unpaid
Braak:

End Time:
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| EMPLOYEE ACEKNOWLEDGEMENT |

The employee nmst read and inmitial each of the following statements as they apply to the employes’s
dual' multiple enployment sssignments and acknowledzge all information by signing below:

GENERAL:

LI hawve been advized General Letter 204 — Dmal Employment is available online and wmderstand I should
address nry questions about dual/mmltipls employment to the Human Besources Office in amy of the employing
agencies listed on this form.

iI have reviewed all of the assigmments on this form and attest the information presented reflacts 21l of my
current work szssizmments with the State of Connectiont (inchiding the Tudicial sand Legizslagve Branches and

quasi-pablic agencies where employess are constued to be state employees).

""r_I have reviewed the work schedule mfonmation and confinm there is no tme conflict betwesn assiznments
of duplication of hours worked in amy of the assigmments on this form. [ uonderstand I am not to perform work
for ome assignment while working in another assignment and that I cammot take paid or unpaid leave Sme from
oDe AssiFmment in order fo twavel or perform dufies of another assiznment.

'l'"_I have reviewed the State Ethics Policy, have had an oppormmity to raise guestions to the Ethics Officer in
my agency, and cerafy no conflicts of inferest exist.

COMPENSATION:

¥ Iundarstand I am ineligible for overtime a5 my FLSA Status is Exempt

__ Tuonderstand I am eligible for overome as my FL5A Smms = Monexempt
___ I further understand that I will receive overtime pay for hours acmeally worked over 40 in 3 week and
that I should inform Human Besources when I work more than the schedulad hours indicated on this form.
__ T'onderstand the overtime rate for hours worked over 40 in 3 week will vary becanse it is based on the
mumber of hours worked in each assigmment (“weighted sverage™). The approximate overfime rate is
calonlated at hourly.

Weighted Average Overfime Calculation

a.) Job 1 # Hours x Pay Fate + Job 2 # Hours x Pay Fate = Total Soaight-time Pay

b.) Total Smraighit-time Pay / Total Hours = Weighted Average Regnlar Fate of Pay

c.) Weighted Averags Fegular Fate of Pay ( 2 = Sub-total

d.) Sub-total from ‘c” x Hours over 40 = Total Orvertime Amount

Beacson: FLSA requires the payment of overtime at fime and ons half for all bours acmally worked over 40
in 3 wesk to eligible employess. The bours over 40 have already been paid as straight fime by each agency;
now the additionsl “half” nmst be added to the siraight fime already paid, nsing the weighted average rate.

iI understand this dual mmltiple employment assignment is approved nntil (Maximmmm length:
elthar the snd of the semester for higher education teaching szsipnments or up to 12 months for noo-higher
education assignments or higher education non-feaching assignments).

'l'"_I have been informed the continnation of my eligibility to work in the dual assignment is contingent upon
there being no change fo assigned work schedules, job dutes or job tides in amy of the assipnments indicated,
and my future acoepiance of an addittonal assizmment(s). I nnderstand that [ most immediately inform
Human Besources of any change before it oconrs and that mplemsntation of such change will require 3 naw
CT-HE-25. I'nnderstand the result of aoy change in information presented on this CT-HE-25 may be cause for
termination of assignmeni(s) prior to the aforementioned date.

Print Employes’s Mame Employes's Signanme Drate
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| EAMPLOYING ACENCY'S OR ACENCIES® CERTIFICATION |

By sigming thiz form, agencies certify the following:

#  Dties and responsibilities of both the primary and secondary positions have been reviewed in accordance with
(General Lener 204 and by applying the U5 Deparoment of Labor (7% DOL) Fair Labor Standands Act (FLSA)
Tests for exempiion to determine overtrms lizbiliny.

o Follroning the review of duties, I forther certify (check one):

v ¥ The employes’s FL5A Stams is Exempt; the employes will never incur gvertima.

v The employes’s FL5A Status is Monexampt but the combined hours of 2l assiznments are far
below 40 and will mever sxceed 40 in a week, Therefore, there is no possibility of the employes
MOOTIng overtnme.

* _ The employee’s FL5A Stame 1= Monexempt and thers is 2 possibility the combined hours of
21l assigmments may excesd 40 in 2 week  Therefore, the employes may inoar overtime. A weakly
review of all hours acmally worked will be conducted by all agencies. Approval from each Fiscal
Drirector bas been received; DAS approval is required.

* _ The employee’s FLSA Stams is Nonexempt. The employvee will defimitely work more than 40
combined hours in a week A weekly review of all hours acmually worked will be condunctad by all
apancies. Approval from each Fiscal Divector has been received; DAS approval is required.

#  Dhties specifed are outside the responsibility of the smployves’s principal employmeant.

#  Hours worked are documsnted accurately and have been reviewad to precluds duplicate paymeant

» Mo conflicts of interest exist beraesn services perfommed.

If for any reason thers is a change in the bours andior days of work indicated, or if there is & changs in the
employee’s job class or dual’'mmldple assizmments, a new CT-HE-25 with the required information will be
completed, reviewed and approved, as approprizte by all agencies, Fiscal Managers and DAS. The new fully
executed CT-HF-25 will be retzined for post-sudit.

Approvals
Sipnamres below cerdfy all conditions under C.G.5. Sec. 5-20fa, General Lemer 204 and FL5A Femlatons are

met 4 fully executed copy of the CT-HE-235 along with all relevant matenals mmst be retained by each agency
for DAS post-audit purposes.

This assignment is approved throwgh close of business

Coare-CT Ercnrd 0:

Yes Mo
Agency Sigmatare of Azency Head HE. Designes (Oifficial Tob Trle Date
___Approval Fiscal Manager:
Signabare Official Job Tite Date
Core-CT Becord 1:
Yes Mo
Apanry Sipnapare of Agency Head HE. Designes Official fob Tile Date
Approval Fiscal Managzer:
Signabare Official fob Tite Date
Core-LT Eecord 2:
_ Yes Mo
Agency Siznamre of Agency Head HE. Designes Official Job Tile Date
___Approval Fiscal Manager:
Signature Official fob Titde Date
Core-CT Eecord 3:
_ Yes Mo
Apency Sipnamre of Agency Head HE. Designes (Official I'eb THle Date
___Approval Fiscal Manager:
Signanire Official Job Tite Date
Approval from DAS:
Sigmature Comments, if any Diate
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Appendix B

Best Practices For Electronically Offered Degree and Certificate Programs

Specific Review Standards from the QM
Higher Education Rubric, Sixth Edition

General
Standards Specific Review Standards Points
Course 1.1 Instructions make clear how to get started and where to find various course components. 3
Overview and 1.2 Learners areintroduced to the purpose and structure of the course. 3
Introduction 1.3 Communication expectations for online discussions, email, and other forms of interaction are clearly stated. 2
14 Course and institutional policies with which the learner is expected to comply are clearly stated within the course, or a 2
link to current policiesis provided.
15 Minimum technology requirements for the course are clearly stated, and information on how to obtain the technologies 2
is provided.
16 Computer skills and digital information literacy skills expected of the learner are clearly stated. 1
17 Expectations for prerequisite knowledge in the discipline and/or any required competenties are clearly stated. 1
1.8 The self-introduction by the instructor is professional and is available online. 1
19 Learners are asked to introduce themselves to the class. 1
Learning 2.1 The course learning objectives, or course/programcompetencies, describe outcomes that are measurable, 3
Objectives 2.2 The module/unit-level learning objectives or competencies describe outcomes that are measurable and consistentwith | 3
(Competencies) the course-level objectives or competencies.
2.3 Learning objectives or competencies are stated clearly, are written from thelearner's perspective, and are prominently 3
located in the course.
2.4 The relationship between learning objectives or competencies and learning activities is dearly stated. 3
25 Thelearning objectives or competencies are suited to the level of the course. 3
Assessment 3.1 The assessments measure the achievement of the stated learning objectives or competencies. 3
and 3.2 The course grading policy is stated clearly at the beginning of the course. 3
Measurement 3.3 Specific and descriptive criteria are provided for the evaluation of learners’ work, and their connection to the course 3
grading policy is clearly explained.
34 The assessments used are sequenced, varied, and suited tothe tevel of the course. 2
3.5 The course provides learners with multiple opportunities to track their tearning progress with timely feed back. 2
Instructional 4,1 Theinstructional materials contribute to the achievement of the stated learning objectives or competencies. 3
Materials 4.2 The relationship between the use of instructional materials in the course and completing learning activities is clearly 3
explained.
4.3 The course models the academic integrity expected of learners by providing both source references and permissionsfor | 2
use of instructional materials.
4.4 Theinstructional materials representup-to-date theory and practice in the discipline. 2
4,5 A variety of instructional materials is used in the course. 2
Learning 51 The learning activities promote the achievement of the stated learning objectives or competencies. 3
Activities 5.2 Learning activities provide opportunities for interaction that support active learning. 3
and Learner 5.3 The instructor's plan for interacting with learners during the course is clearly stated. 3
Interaction 5.4 The requirements for learner interaction are clearly stated. 2
Course 6.1 The tools used in the course support the learning objectives or competencies. 3
Technology 6.2 Course tools promote learner engagement and active learning. 3
6.3 Avariety of technology s used in the course. 1
6.4 The course provides learners with information on protecting their data and privacy. 1
Learner 71 The course instructions articulate or link to a clear description of the technical support offered and how toobtain it. 3
Support 7.2 Course instructions articulate or link to the institution’s accessib'lity policies and services. 3
73 Course instructions articulate or link to the institution’s academic support services and resources that can help learners | 3
succeed i the course.
74 Course instructions articulate or link to the institution's student services and resources that can help learners succeed. 1
Accessibility* 82 Course navigation facilitates ease ofuse. 3
and Usability 8.2 The course design facilitates readability. 3
8.3 The course provides accessible text and images in files, documents, LMS pages, and web pages to meet the needs of 3
diverse learners.
8.4 The course provides alternative means of access to multimedia content in formats that meet the needs of diverse 2
leamers.
8.5 Course multimedia facilitate ease of use. 2
8.6 Vendor accessibility statements are provided for all technologies required in the course. 2

* Meeting QM Specific Review Standards recarding accessibility does nol guarantee or imply that the specific accessibility regulations of any
country are met, Consultwith an accessibility specialist to ensure that accessibility regulations are met.

© 2018 MarylandOnline, Inc, All right s reserved. This document may not be copied or duplicated w'thout written permission of Quality Matters.

For more information or access to the fully annotated QM Rubric. visit qualitymatters.org or emait \nfo@qualitymatters.org
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Appendix C
Monitoring Report of Teaching Faculty

Monitoring Report of
Teaching Faculty

Course ID & Title:

Faculty Member:

Course Evaluator:

Week

The monitoring process is conducted when the faculty member is teaching a course for the first
time or is a new instructor. The purpose for having a monitor review of a faculty member’s
course is to ensure the new faculty member understands the expectations for teaching a Charter
Oak State College course. This review will also allow faculty members to receive valuable
feedback from an experienced online faculty member regarding interacting with students, online
facilitation skills and other best practices.

As the monitor for the course, it is important that you assess the faculty member’s performance
based on Charter Oak State College’s policies and procedures and best practices for facilitating
an online course. The following points below are the roles and responsibilities for the faculty
members that accepts a teaching appointment at Charter Oak:

Maintaining a presence in the course shell for a mandatory minimum of four days per
week (i.e. participating in discussion boards, posting announcements, grading student
work in the Grade Center, etc.)

Faculty members are required to maintain a presence in the discussion forum. The
faculty responses to students in the discussion forum can take place on any of the four
days per week the faculty member is required to be present in his/her course. Faculty
should not be absent from his/her course for more than two (2) consecutive days
Correcting and returning assignments within a week of receiving them

Responding to any student’s correspondence within 48 hours (Questions or concerns
posted in the Q&A section)

Posting grades weekly in the Grade Center

It is important that the monitor respond to the questions and submit this report for each of the
following weeks:

Week 1 for all course types (5-week Sessions, 8-week Term, or a 15-week Full
Semester).

Week 2 for all course types (5-week Sessions, 8-week Term, or a 15-week Full
Semester).

Week 4; for 5-week Session courses

Week 4 and 7; 8-week Term courses

Week 5, 8, and 14; 15-week Full Semester courses
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Please respond to each of the following questions (Respond to week 1 via email):
1. Did the faculty member follow the syllabus? If no, please explain.
2.  How well did the faculty member respond to student questions/concerns in the Q&A section?
3.  How well did the faculty member use the announcement feature to support the online teaching and

learning processes?

4. s the faculty member responding to students’ questions/concerns within the required 24-48 hours?
(Please note: You will not be able to view email interactions between the teaching faculty member and
students. You are monitoring the Blackboard interactions.)

5. How well did the faculty member interact with students in the discussion forum?

6. Isthe faculty member correcting, giving feedback and returning assignments within a week of receiving
students’ coursework (Please note: No response is required for week 1)?

7. s the faculty member’s feedback presented in a clear and concise manner?

8. What recommendations do you have for the teaching faculty member?

Provide a response on the last monitor report regarding this question:
Would you recommend that this teaching faculty member continue to teach the course? Why or why not?

Additional Comments

Please Note: Capstone and contract courses with enrollments of 1 to 3 students are exempt from some of
the teaching appointment requirements.
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Appendix D
Incomplete Grade Form

A CharterOak-

STATE COLLEGE

Degrees Without Boundaries

PLEASE RETURN THIS COMPLETED FORM TO:

Attention: Provost

55 Paul J. Manafort Drive. New Britain, CT 06053 Fax:
860.760.6918 | Email: sadams@charteroak.edu

Request for Incomplete Grade

Incomplete grades may be given only in the
following circumstances:

Process:

1. The student's work to date is passing;

2. Attendance has been satisfactory through atleast
60% of the term;

3. An illness or other extenuating circumstance
legitimately preventing completion of required
work by the due date; (Documentation will be
required to submit with this form)

4. Required work may reasonably be completedin
within a two-week period;

5. The incomplete is not given as a substitute for a
failing grade;

6. The incomplete is not a means of raising his or her
grade by doing additional work after the grade report
time.

1. The student initiates the request for an incomplete grade
at least one week before the end of the term.

2. The student must e-mail or fax the form to the Provost,
along with appropriate documentation.

3. The Provost will determine if the documentation is
sufficient to warrant the instructor to consider an
extension. The Provost will either approve ordeny.

4. If the Provost consents, the Provost will contact the
instructor. The instructor will state the requirements for
completion of the course on this form. The instructor
will return the form to the Provost and the Provost will
send a copy of the approved form to thestudent.

5. The Provost will notify the Registrar of approved
Requests for Incomplete Grades.

6. The instructor submits the final grade to the Registrar
on the Change of Grade form.

7. Incomplete grades appear on the transcript for 2weeks.
8. After two-weeks, if coursework is stillincomplete,
grade will change to ‘F’.

Student Name Student ID Number
Course Code Course Title Term/Year Instructor Name
Reason for Requesting Incomplete Grade:

Student Signature Date

THIS SECTION FOR COMPLETION BY COURSE INSTRUCTOR AND PROVOST

Instructor requirements for completion ofcourse:

Date of Completion for Course (cannot exceed 2 weeks from last day of class) / /

by 11:59 pm EST

Provost Signature:

Date:

CJApproved [ Denied
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Appendix E
Student Grade Appeal Form

&Charteroak AFTER FINAL STEP, PLEASE RETURN TO:

Attention: Provost
STATE COLLEGE 55 Paul J. Manafort Drive. New Britain, CT 06053 Fax:

Degrees Without Boundaries 860.760.6918 | Email: sadams@charteroak.edu

Student Grade Appeal Form

INSTRUCTIONS: The COSC policy for grade appeals is stated below and can be found in the Official Catalog.
Before appealing to the Provost, the student should exhaust all administrative remedies through the instructor within
15 working days after the last day of the course. Any student pursuing a grade appeal must follow each step of the
process outlined by this form.

GRADE APPEAL POLICY: The instructor is responsible for assessing student performance and assigning final
grades for student’s course work. Such responsibility by its nature is both subjective and objective. If a student feels
an error has been made by the instructor in assigning the final course grade, the student may appeal as provided
below.

Student Name Course # and Title

Instructor Name Semester/Term
STEP ONE: The student must understand the policy and compose a short letter on a separate document stating

the exact nature of the appeal and the reason for asking. Forward this appeal request form and the short letter to
the instructor via COSC email.

| have read and understand the policy and have attached to this form a copy of my written appeal:

Student E-Signature (only via Charter Oakemail) Date

STEP TWO: The instructor must read the attached statement appeal, discuss with the student, and grant or deny
the student’s request. Upon completion, the instructor will forward this form to the student and copy the Provost
at sadams@charteroak.edu.

Instructor’s Decision: (Check One) O Grant the Appeal [ Denythe Appeal | Date:

Instructor Comments:

STEP THREE: If the student is not satisfied with the instructor’s decision above, the student must forward this
completed grade appeal form with the instructor’s decision to the Provost to review for resolution to the
problem. | have exhausted all administrative solutions at this level and am forwarding the students appeal to the

Student E-Signature Date
Provost’s Decision: (Check one) [OGrant the ODeny the Appeal
Provost’s Comments:
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Appendix F
Contract Application Form

| PLEASE RETURX THIS COMPLETED FORM TO:
g"(:lﬂlifl.r'tE'I'C)EI.k ) Attention: Academics Department
STATE COLLEGE 53 Paul J. Manafort Drive. New Britain, CT 06033
rees Without Baund Fax: 360.600.9673 | Email: academics(@charteroalk edu

Application for Contract Learning: Instructions

There are two different tvpes of contract leamming. Please select which type of contract leaming vou are requesting
and complete the application below. This form must be submitted 45 days prior to the beginning of the semesiter.
Please note: Once complete, 1t may take up to 7 business days for the course to appear on your schedule.

Off-Term Course

If a student 13 m hiz'her final term and has one course left to take that iz not being offered during the upcoming
semester, the student should work with hiz'her academic advizor and attempt to make an appropriate substitution for
that course. If a substitution i3 not in the best interests of the degres program, the student, with the approval of the
academic counselor, may request an independent stody for that course.

In arder to qualify for an Off-term Course, 2 student:

must have an approved concentration plan of study

must be matriculated

must be in their final term and have only one course left to take that 15 not being offered.
must be cleared to regizter in the system by their academic advisor

must submit this form 43 days prior to the begiming of the semester

Capstone Conrse
This option 15 only available if the 3-credit Capstone course needed 1z not being offered in the current semester. The

capstone project must demonstrate fulfillment of the various outcomes of the major. Refer to the outcomes of the
majors in the Catalog. The student must develop 2 proposal, to be approved by the mentor that will demonstrate
mastery of the outcomes. (The project iz not to be a list of the cutcomes and how each one was met, but an
integrated use of the core leaming cutcomes of the concentration or major.) The proposed project may be a rezearch
paper. partfolio of work: with written explanation, ete.

In arder to qualify for Capstone Course contract, a student:

»  must have completed all concentration requirements or is within his or her last @ credits (3 credits of which
are the Capstone course) of the concentration/major.

»  must be matriculated
« must be cleared to register in the system by their academic coumselor.
«  must submit this form 45 days prior to the begmning of the semester
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PLEASE FETURN THIS COMPLETED FORAL TO:
ACharterOQak- Attemtion: Acadsmics Department
STATE COLLEGE 55 Paul 1. Mamafort Drive. New Brtain, CT 048053
Fax: B&0L606 0673 | Email: academirs@icharteroak edn

Application for Contract Learning

Plagss moga: Onze Somiplare, Jf sty daked dos b T budieses Aags otk dehiorss feb dymicee an poiie sebiduid,

Caniract Lesrnimg Type {check one): O (Hf-Tenn Course O Capstons Course

Lazt Names First Mamas MI ID Mupshar
Croore Nomber Coorze Tidle
Number of Credis Term Year conrse will be taken Academic Advizor's Name

EEGISTEATION AGREERMENT: [ Acceps Full Rasponsidifiey for the Cowrse Salecred. | schmowledge any
changes must be authorized by the Registrar®s Office. [T withdrawal from this course becomes neeessary, §will
mivsedisely notify tee Regismar's Cifice. | agree that | am persooally responsible for sy unpaid halances and
codlection costs, should my sooount be refiermed 1o on peside collection agency. | also acknowledige thai | s
respomsible for, and meet the qualifications of, the conirect leamdang criteria above.

Eldefronie fignatieret acsdpied @l from Charisr Dak smeil. Dikerwise, pidard fign phytisaliy )

Srdent Signamre Diate
For Office Use Orfp-
¥ oo Term Subusm. Conirse Wumber Course Title

Instrucior '« Mame

Hegistrars CHIce Signadurne Daie Processed
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