Distance Learning (DL) Entry, Attendance, Withdrawal

And 
Benchmarking Procedures

I.  Class Entry 
· DL courses may be audited at any time; therefore, instructors MUST have documentation of first contact by students.  

· The first day of classes at CFCC is considered the first day of classes for all DL classes.

The census date:

· Is used by the state to calculate FTE to determine funding for the College; therefore, it is critical that instructors note attendance during the first 10% of the course. 
· Is the same for all DL courses
· Corresponds to the 75% refund date published in the schedule booklets and in the college catalog.

Fall and Spring semesters - based on the first eight (8) weekdays (10%) beginning with the first day of classes at CFCC 
Summer semester – based on the first five (5) weekdays (10%) for full-summer session.  

An example sheet for how to record Entry will be stapled to all DL Final Grade Rosters.  If you do not receive one, please contact the DL Department.
Hybrid Students 

· Instructors must meet with their classes within the 10% census date in order for students to be counted toward FTE. 
· Students may also login to their online course site prior to the first face-to-face meeting. 
· Remember – all DL Classes begin on the first day that regular classes begin at CFCC – not necessarily when the individual class first meets.
The census date for ENTRY (E) into a DL courses will be the same for all DL courses – Hybrid or Internet.
Internet Students 

· Must login to their course during the first eight (8) weekdays of the semester for fall and spring semesters and first five (5) weekdays during full-summer session.

· Instructors must enter an “E” on the date of login or other participation.   

· Please print and attach the Course Reports (see below) from Blackboard and attach a copy to each Final Grade Roster as “Proof” of attendance.
· Lab sections will also need a copy of the Course Reports attached to lab final grade rosters.  

· Keep a copy for your own records.

· To print the Course Reports in Blackboard 9.1: 
· Go to Control Panel>Evaluation>Course Reports>Overall Summary of User Activity>Run.  
· Under Report Specifications, select your preferred format for the report (PDF, HTML, Excel, or Word). 
· Enter the Start Date (make sure the year is correct) and End date (through the Census Date) for the semester.

· Click the Submit button.

· Print the report or save to your computer. 
IMPORTANT: Please note that Blackboard 9 does not include the ID of your course on the report so make sure to name your file as your course ID (i.e. if saving as a PDF file, PSY150-I1-2010FA.pdf). 
· Attach the results and submit this with your Final Grade Roster.
· View short movie tutorial that demonstrates how to run Course Reports.

The census date for ENTRY (E) into a DL courses will be the same for all DL courses – Hybrid or Internet.
No Shows
· A NO SHOW (NS) is a student who has never logged in or attended by the census date.  If they login even once, they are not a NS.  

· Faculty may allow students to continue in the course if they attend in some fashion (electronic or face-to-face) after the census date but this is up to the discretion of the faculty member.  The College will not receive FTE for that student. 

· Students will be given CampusCruiser email addresses as soon as they register.  
· Faculty may send their classes email prior to the beginning of classes BUT this will not count toward ‘Entry’ until the first day that classes start.  

· Student enrollment for Internet and Hybrid courses will be updated twice each day through drop/add then once per day during the semester.  

· Please make every effort to have students login to the course site or contact you before the census date. 
· Print and keep emails or other documentation which can help to establish ‘Entry’.
II. Attendance in a DL Course

Hybrid Courses

Instructors should use their own judgment regarding how to establish that students have attended 80% of the classes and/or completed 80% of the assignments.  
Internet Courses 

· After the census date, attendance is based on whether students miss 20% of their course work (20% of their total grade for the course)

· Missing 20% of their course work is equivalent to missing 20% of attendance in face-to-face courses which results in a grade of F. 
III. Withdrawal
Hybrid Classes
· Withdrawal procedures for online students follow the same guidelines as traditional courses.  

· Online component - Datatel/Colleague information will be run at least once per day to update the course enrollment.  Students who have withdrawn will automatically be blocked from the online portion of the course. You will see a symbol beside their name when you view your online course roster.   

Internet Classes
· Withdrawal procedures for online students follow the same guidelines as traditional courses.  

· IF a student is truly distant, the student can contact you by email to ask for a withdrawal.  

· You may notify Sue Shoe by email (sshoe@cfcc.edu) if the students is not local and Ms. Shoe will help coordinate the withdrawal procedure based on your grade (W, WP, WF) and last date of attendance.   

· Datatel/Colleague information is run at least once per day to update the course enrollment. 
· Students who have withdrawn will automatically be blocked from the online course. You will see a symbol beside their name when you view your online course roster.  
· Official withdrawal dates will be given to instructors during the last week of classes providing the dates of withdrawal. Mark the ‘L’ according to instructions but these designations need to be in sequence with any other notations.  

IV. Benchmarking Attendance Dates

Internet Classes
· Make note of several dates for assignments on the course roster.  (NOTE: All listed dates need to be sequential as per our internal auditor including ‘E’ & ‘L’ designations.) 

· This aids in establishing a time-line for the course.  

· Names of assignments do not need to be listed, just dates.  
If you have questions or feedback that will aid us in standardizing procedures – please contact Larolyn Zylicz lzylicz@cfcc.edu  or phone:  x7245.
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