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Loma Linda University (LLU) is using a growing range of delivery modalities for instructional and
educational programs and services including various electronic means. As such, LLU has adopted this
policy based on principles of good practice to help ensure that distance learning is characterized by the
same expectations for quality, integrity, effectiveness, and mission that apply to more traditional modes
of instruction.
This policy reflects WSCUC’s standards and criteria for review in addition to federal regulatory
requirements regarding distance and correspondence education and applies to all online and hybrid
courses and programs including synchronous videoconference courses (e.g., Zoom, Skype, etc.).
It will be reviewed regularly.
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1. Policy Statements
a. The University, schools, and programs will ensure that their distance, correspondence,
and hybrid education courses and programs comply with all applicable accreditation
requirements including federal regulations, WSCUC, Adventist Accreditation
Association, discipline-specific accreditation, and LLU distance education standards.
b. The University will confirm that the student who registers in a distance, correspondence,
and hybrid education course or program is the same person who participates each time in
the course or program and is the one who completes it and receives the academic credit (see
WCET Best Practice Strategies to Promote Academic Integrity in Online Education, Version
2.0) ). Verification of student identity includes secure login and password, proctored
examinations, and other emerging technologies and practices. The University will ensure the
protection of student privacy and will notify students prior to class registration of any
2

charges associated with verification of student identity (34 CFR 602.17 (g) ).
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WSCUC – WASC Senior College and University Commission – http://www.wascsenior.org/
https://wcet.wiche.edu/sites/default/files/docs/resources/Best-Practices-Promote-Academic-Integrity-2009.pdf
3 CFR – Code of Federal Regulation
1
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c. All online courses —distance education, correspondence, and hybrid whether housed in
online or face-to-face programs—must be listed as online courses and be audited.
4

2. Mission
The development, implementation, and evaluation of all Loma Linda University’s courses and
programs, including those offered via distance, correspondence, and hybrid education, must
advance the University’s published mission by implementing the University’s distance
education standards.
3. Curriculum and Instruction
a. Schools and programs have the responsibility of the rigor and quality of curriculum and
instruction of their distance education and correspondence courses. The University has
oversight of the development of online courses’ instructional design and implementation with
evaluation for both, whether offered via distance, correspondence, and hybrid education.
b. All University courses and programs including distance, correspondence, and hybrid
education are expected to have clearly defined and appropriate student learning outcomes,
including Institutional Student Learning Outcomes (ILOs), Program Learning Outcomes
(PLOs), and Course Learning Outcomes (CLOs).
c. The technologies used for distance, correspondence, and hybrid education course will be
appropriate to the nature and objectives of the programs and courses, and the expectations
concerning the use of such technologies are clearly communicated to students.
d. Faculty will apply University policies and acceptable practices when designing and teaching
distance, correspondence, and hybrid education courses including determining that their
online courses appropriately meet LLU’s course credit hour requirements (See Credit Hour
Policy).
e. All distance education, correspondence, and hybrid courses—whether housed in online or
face-to-face programs that use videoconferencing to replace activities for one or more
weekly sessions, e.g., for synchronous content delivery, and/or for regular and substantive
discussions with the instructor/s and students—must record and post the link for each
session within two business days.
d. The LLU Sabbath policy must be followed in all distance education, correspondence, and
hybrid courses whether housed in online or face-to-face programs. (See the full LLU Sabbath
Policy.)
4.

Faculty
a. The schools and programs will ensure that there is a sufficient number of faculty qualified to
develop, design, and teach the distance, correspondence, and hybrid education courses and
programs.
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See LLU Distance Education Policy, 23 to 25
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b. Faculty who teach in distance, correspondence, and hybrid education programs and courses
will receive appropriate, University-approved training.
c. The University criteria and processes for the evaluation of faculty teaching distance education,
correspondence, and hybrid education courses and programs will be standardized across the
schools.
d. Faculty will offer the same number of regular office hours for online students as required for
face-to-face students.
e. All online course instructors who teach distance, correspondence, or hybrid education courses
must publish their courses in the University’s learning management system (LMS) no later
than 8:00 a.m. Pacific Time on the first day of each quarter they are taught.
f. To promote student success and engagement instructors will provide timely feedback and
grades:
1.

Email, questions, quizzes, discussion board posts, and other shorter assignments –
within two business days

2.

Major papers, capstones, etc., and other longer assignments – within 1-2 weeks

If instructors are not able to keep this schedule due to illness, accident, etc., they should notify
students as soon as possible.
g. All online instructors must complete, sign, and submit to Records the initial course roster at
the beginning of each quarter to document the academic activity attendance of enrolled online
students. Academic attendance activities include participation in required course content
activities such as discussions, assignment submissions, quizzes, tests, etc. Submission of the
course roster is required by the University to help meet Title IV attendance regulations. Note:
Logging into the learning management system (LMS) and/or participating in a worthy-butnot-content related activity do not count for academic attendance.
h. Because online teaching typically takes more time than face-to-face teaching, schools and
programs need to make allowance for this additional work in faculty workload calculations.
New online course or major online course revision development must also be recognized and
addressed in faculty workloads.
5.

Institutional Effectiveness
The comparability of distance, correspondence, and hybrid education courses and programs to
campus-based courses and programs will be ensured by the evaluation of educational effectiveness,
including assessments of student learning outcomes, student retention, and student satisfaction.

6.

Library and Learning Resources
a. The University will assess the effectiveness of its provision of library/learning resources
and student support services for distance, correspondence, and hybrid education students.
b. Students have access to and can effectively use appropriate library resources. The University
will provide assistance in using the employed technologies.
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a. Students have adequate access to the range of services appropriate to support the programs
offered through distance, correspondence, and hybrid education.
b. Schools and programs must inform all students of their rights and protections through the
University’s procedure for resolving their complaints.
c. Advertising, recruiting, and admissions information will adequately and accurately represent
the programs’ requirements, costs, state authorization, and services available to students.
d. The University provides procedures to assure the protection of student information, including
when assessing and evaluating students and disseminating results.
e. Schools and programs will make known to the student enrolled in distance, correspondence,
and hybrid education courses the type of technological equipment needed for success in the
required course interaction. The University will provide assistance in using the employed
technologies.
8.

Additional Policy Statements and Definitions
a. Credit Hour (See Academic Credit policy)
b. Course Types
1.

Correspondence

“(1) A course provided by an institution under which the institution provides
instructional materials, by mail or electronic transmission, including examinations on
the materials, to students who are separated from the instructor. Interaction between
the instructor and student is limited, is not regular and substantive, and is primarily
initiated by the student. Correspondence courses are typically self-paced. (2) If a course
is part correspondence and part residential training, the Secretary considers the course
to be a correspondence course. (3) A correspondence course is not distance education.”
Note: this is the default federal definition of an online course unless it rises to the level
of a distance education course.” (34 CFR 600.2)
2.

Distance Education
Distance education means education that uses certain technologies to deliver
instruction to students who are separated from the instructor and support regular and
substantive interaction between the students and the instructor. The interaction
may be synchronous or asynchronous . The technologies may include the Internet;
audio conferencing; or one-way and two-way transmissions through open broadcast,
closed circuit, cable, microwave, broadband lines fiber optics, satellite, wireless
communications devices, and other modalities of electronic interaction. This type of
course requires the monitoring of student activity and tracking academic
5
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engagement. (34 CFR 600.2). Note: for more detailed best practices, strategies, and
examples about how to apply these policies, please refer to the LLU Distance
Education Instructor Guide.

5
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Synchronous – Same time, live event or interaction
Asynchronous – Posted materials and interactions that can be accessed at any time regardless of the time of day or time zones.
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When an instructor in a face-to-face course replaces the equivalent of one or more of
the regularly scheduled weekly sessions with scheduled online instructional materials
and activities of the course in the learning management system and the instructor
regularly and substantively interacts with the students, it becomes a hybrid distance
education course. This type of course requires the monitoring of student activity and
tracking academic engagement.
4.

Hybrid Correspondence
When an instructor in a face-to-face course replaces the equivalent of one or more of the
regularly scheduled weekly sessions with scheduled online instructional materials and
activities of the course in the course management system but has only limited instructor
interactions with the students, it becomes a hybrid correspondence course. Note:
correspondence is the default federal definition for a course that is part face-to-face and
part online unless it rises to the level of hybrid distance education (see 8.b.(3) above).

5.

Web-enhanced Face-to-Face
When an instructor in a face-to-face course posts resources in the course management
system and uses additional features such as discussion boards, quizzes, assignment
submissions, gradebook, etc.; but meets face-to-face for every scheduled class session,
the course is a web-enhanced face-to-face course.

9.

Instruction and Attendance
a. Weeks of Instruction
“A week of instructional time is any period of 7 consecutive days in which at least 1 day of
regularly scheduled instruction, examination, or (after the last day of classes) at least 1
scheduled day of study for examinations occurs. The period begins on the first day of class
and ends on the last day of classes or examinations. Instructional time does not include
periods of orientation, counseling, homework, vacation, or other activity not related to class
preparation or examination. Therefore, the weeks of instructional time may be less than the
number of calendar weeks that elapse between the first day of classes and the last day of
classes or examinations.” (34 CFR 668.3)
b. Instructor-initiated Interactions
Distance education instructors are required to actively initiate interaction with their students
as a group and individually, unlike correspondence education, in which students are mainly
responsible for initiating contact with the instructor.
c. Frequent and Timely, i.e., Regular Contact/Interactions
Distance education instructors should measure “regular contact” or “interactions” based on a
standard that is at least the same as it would be in a traditional face-to-face class. Instructors
may exceed this minimum at their discretion. The number of asynchronous or synchronous
hours that an instructor is available to students in a distance education class must be at least
equal to the number of hours of availability as required for face-to-face classes of the same
courses for both (1) instruction time and (2) office hours.
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d. Effective/Substantive Contact/Interactions
Distance education instructors must have effective/substantive contact with students and
delivery of course content through instructor-initiated interaction with the entire group of
students in the course based on a well-defined schedule of availability, deadlines, feedback,
and exchanges that are included in the course syllabus. Instructors define their schedules in the
syllabus and in others appropriate locations within the course management system.
e. In Case of Interrupted, Regular Contact
Interruptions in instructor contact as defined by the instructor’s syllabus (i.e., illness or an
emergency that takes the instructor offline) require notification to students via a class
announcement, email, and/or discussion board, or another course tool, stating the duration of
the interruption. In the event that contact is not possible for four or more days, a substitute
instructor must be engaged to assist students until the instructor of record is available once
again.
f. Documenting Student Attendance
“In a distance education, context, documenting that a student has logged into an online class
is not sufficient, by itself, to demonstrate academic attendance by the student. A school must
demonstrate that a student participated in class or was otherwise engaged in an academically
related activity, such as by contributing to an online discussion or initiating contact with a
faculty member to ask a course-related question, student submission of an academic
assignment, submission of an exam, documented student participation in an interactive
tutorial or computer-assisted instruction, and posting by students showing participation in an
online study group assigned by the instructor.” (34 CFR 668.2 (l) (7)).

APPROVERS: LLU President's Committee, University Academic Affairs Committee

