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1. General Purpose and Definitions 
A Transformational Education: The Strategic Plan for Canisius College approved by the Board 
of Trustees on May 6, 2011 recognized the increasing demand for and the importance of online 
education.  Included in the plan are two explicit objectives that position Canisius to advance 
learning opportunities in the online environment: 

I. 2.e.  Diversify delivery systems for courses and programs to respond to students’ 
learning needs and interests. 
I.4.a. Develop and implement a mission-based, market-sensitive online academic 
program strategy 

 
In accord with these strategic objectives and institutional mission, Canisius has developed this 
Policy for Conducting Online Education to support the development of new methods for 
providing and delivering online education. As technology advances, Canisius commits itself to 
assuring that online programs and courses are as academically rigorous as their on-campus 
counterparts, and result in meaningful and deep learning (active learning reinforced over an 
extended period of time).  
 
Canisius’ commitment to its Catholic, Jesuit identity remains evident in the online environment.  
Online courses and programs are informed by the Ignatian Pedagogical Paradigm and foster 
intellectual, spiritual, and moral growth.  The college community also recognizes that emerging 
methods for delivering educational content bring new and different teaching and learning 
challenges. 
 
Canisius College recognizes the significance of coordinating its distance learning initiatives in 
order to deliver well-organized, high quality educational programs. Coordinating online 
educational initiatives is required to: 

• Assure a high level of instructional quality, 
• Provide resources and assistance for faculty, 
• Provide support services for distance learning students, 
• Maximize the use of college resources with a minimum of duplication, and 
• Ensure consistent and fair policies and procedures. 

 
Well-organized academic programs, thoughtfully coordinated within the university community, 
facilitate marketing and promotional strategies and strengthen the Canisius College image as an 
innovative and technologically sound institution. 
 
Accordingly, the policies and procedures that impact online education recommended in this 
document may change as they are subjected to continual review and revision to reflect current 
best practices. Additionally, as internal changes or requirements occur, or as external 
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requirements such as accreditation standards change, these policies and practices will be revised 
to incorporate those changes. 
 
The following online education policies and procedures are intended to assist with: 

• Planning, coordinating, and delivering excellent online courses,  
• Providing appropriate technological support for participating administrators, faculty,  

staff and students, and with 
• Assessment practices. 

 
These policies and procedures derive from the Canisius College’s Strategic Plan, the Canisius 
College Mission Statement, the Griff Guide to Teaching Online, and Middle States Commission 
on Higher Education’s (MSCHE) “Characteristics of Excellence in Higher Education.”  They 
shall apply to new online education activities as well as to existing courses and programs in 
which the method of delivery has changed from that approved in the original curriculum 
proposal. 
 
Definitions 
Throughout this document, online education, or directed, active teaching and learning online 
refers to the use of the learning management system and other technologies to deliver courses or 
programs. Online education delivery systems include:  

• Online Programs- fully online programs through our learning management system and 
other technologies with no residency or on-campus component. 

• Hybrid (or Low-Residency) Programs – an online program with a short residency or on-
campus component requirement. 

• Online Courses - fully online courses through our learning management system and other 
technologies. 

• Hybrid Courses – courses with a substantial proportion online and a substantial 
proportion on-ground. 

• Blended Courses - campus based courses that use online components. 
 

2. Coordination and Approval of Online Education 
 
2.01. Planning for Online Education 
The appropriateness and viability of online programs must be carefully considered in the 
planning process. Online programs should be aligned with Canisius’ mission, consistent with the 
college’s strategic plans, and supportive of its educational strategies and priorities. Online 
programs should be designed and evaluated according to guidelines similar to those utilized for 
on-campus programs.  
 



 

4 
 

The design and development of online courses and programs should follow priorities established 
by Canisius. These priorities should be based on educational requirements, market studies, public 
demand, community and business needs, and the competitive advantages of Canisius.  
Online instruction shall be offered through an academic unit that is equipped to support the 
program.   
 
2.02. Proposals for Online Programs and Courses 
Proposals for an online course or program may emerge at any level of the institution including 
the vice president, the dean of a school, the chair of a department, or individual faculty members 
in an academic unit.  At all levels, initial discussions should be marked by realistic analysis and 
feasibility, keeping in mind the above criteria.  
 
In the case of new programs, proposals are treated the same as on-campus proposals (see 
Appendix C), traditional programs and must be submitted to the New Program Committee and 
the Academic Program Board (APB) in the format specified by the APB.  The APB votes on the 
proposal, which must ultimately have the approval of the chair, dean, and academic vice 
president in order to move forward. The academic vice president has the final decision to offer or 
not offer any particular course or program online.  

 
In the case of developing a new online course or transitioning a face-to-face course to the online 
environment, a faculty member should consult with the chair and dean before beginning work on 
an online course.   
 
2.03.  Approval to Offer Online Instruction 
Online instruction is offered with the consensus of the responsible academic department chair, 
academic deans and vice president for academic affairs.  Removal of online programs and 
courses follows the same procedures as on-campus programs. 
 
3. Standards for Quality 
Canisius College is committed to providing the same quality of education in online courses, as it 
does for traditional on ground (face-to-face) courses. The following standards represent 
important guiding principles for developing, conducting and evaluating distance education 
instruction activities at Canisius. Protocols are based on the current Griff Guide to Online 
Teaching (Appendix A) and standards for excellence established by the MSCHE (Appendix E). 
 
3.01. Online Programs and Courses 
 

3.01.a. Canisius engages in online courses and programs which are consistent with the 
institutional role, mission, and Catholic, Jesuit identity. Proposals for new courses or 
degree-granting programs must meet at least the same quality standards applicable to on-
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campus instruction as well as quality standards specifically applicable to online 
instruction. 

 
3.01.b. Online education conducted at Canisius complies with Canisius policies and 
strategies, MSCHE (see Appendix E.), the New York State Office of Higher Education, 
and with the Americans with Disabilities Act. 

 
3.01.c. Online courses are identified as such in the course schedule in order to notify 
students at the time of registration. 

 
3.01.d. The Vice President of Academic Affairs, in consultation with the dean, 
department chair, and the instructor determine the appropriate enrollment that can be 
supported in the online program and in individual courses based upon the content and 
learning activities, the nature of the learners, the technologies used, the support available 
to faculty, and the economic feasibility of the course.  Our experience to date, suggests 
that a 20 person cap in each course section is preferable. 

 
3.01.e. Department Chairs/Program Coordinators/Deans are responsible for ensuring that 
all online program materials clearly and accurately represent the program, including 
detailed program completion requirements, the nature of the learning experience, 
programs and faculty responsibilities, and the nature of faculty-student, student-faculty, 
and student-student interaction opportunities, techniques, and requirements.   

 
3.01.f.  Instructors, Program Directors, and Department Chairs are responsible for 
ensuring that all online course materials clearly and accurately represent the course, 
including the nature of the learning experience, faculty responsibilities, and the nature of 
faculty-student, student-faculty, and student-student interaction opportunities, techniques, 
and requirements. In the case of hybrid courses, information regarding the percentage of 
the course to be done at a distance and the nature of that experience is provided to 
students during course registration and in the syllabus, and accurately represents the 
expectations. 

 
3.01.g. Instructors, Program Directors, and Department Chairs are responsible for 
ensuring that all online program/course materials clearly and accurately define any 
specific student background, knowledge, or technical skills needed to undertake and 
successfully complete the distance learning course(s), and describe in layman’s terms any 
course-specific technical equipment and/or software required or recommended. 
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3.01.h. Canisius provides the means for assessing the quality of the online offerings in 
comparison with traditional instructional approaches.  The standards established by 
MSCHE guide instruction and assessment practices at Canisius (see Appendix E).   
  
3.01.i. Program evaluation procedures include a determination that online programs result 
in learning outcomes appropriate to the rigor and breadth of the degree or certificate 
awarded. 

 
3.01.j. Chairs, Deans or their designees have access to courses, provided they notify the 
instructor and request access from ITS. Courses are reviewed if one or more of the 
following occurs: 1.) it is a new online course in its first semester; 2.) there are 
complaints regarding quality or lack of instructor presence; and 3.) there is high attrition 
rate  
 
3.01.k All online courses provide for adequate verification of students’ work.  
 

 3.02. Faculty Responsibilities 
3.02.a. Each online course provides for planned interaction and timely feedback between 
students and instructor(s) teaching the course. 

 
3.02.b. Instructors are responsible for the delivery of instruction and assessment of student 
progress. 

 
3.02.c. Faculty who teach online courses are evaluated by the same standards and procedures 
required for on-campus course delivery. 

 
4.  Institutional Commitment 
 
4.01. General Services for Faculty and Students 
Online instruction is offered through an academic unit that is equipped to support the program.  
Faculty, staff, and students involved in online learning have access to campus services equitable 
to their on-campus counterparts.  
 
Student services include, but are not limited to:  

• Student Records and Registration 
• Student Academic Support Services 
• Student Accounts 
• International Student Programs 
• Career Center 
• Student Health Center 
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• Counseling Center 
• The Andrew L. Bouwhuis Library 

 
Campus services for faculty include, but are not limited to:  

• Information Technology Services  
• Center for Teaching Excellence 
• Mission and Identity  
• Community-Based Learning 
• Bookstore  
• The Andrew L. Bouwhuis Library 
• Public Safety 
• Campus Ministry 

 
4.02 Library and Information Technology Resources 
 

4.02.a. Library 
The institution provides library and information resources, services, and support for 
academic programs and information literacy instruction. Through the Canisius library 
web pages, access is maintained to scholarly databases and to the online catalog of 
materials owned by the library. Resource material is available electronically through this 
system and also via postal delivery for items that cannot be transmitted electronically. 
The library staff works with students, faculty and staff to address their needs on a one-on-
one basis. Librarians support faculty teaching courses, no matter the delivery method, 
with resources, consulting, and tutorials. Personal assistance is available to students and 
faculty from the librarians and staff via e-mail, telephone, text, video chat, SMS texting, 
and other technologies. 

 
4.02.b. College E-mail 
All Canisius instructors and students receive a Canisius email account, accessible via 
my.canisius.edu. Canisius considers this email account (username@canisius.edu) and 
my.canisius.edu portal messages to be valid channels for official communication. As 
such, username@canisius.edu are considered the official e-mail address for writing and 
forwarding electronic correspondence. All users are expected to regularly check their 
my.canisius.edu web page and Canisius email account and to acknowledge messages in a 
timely manner. In addition, all users are responsible for managing their disk quota such 
that there is room for new mail to arrive.  

 
4.02.c. Technical/Online Teaching Support 
Canisius ITS (Information Technology Services)/FacTS (Faculty Technology Services) 
Center provide training and support for faculty. 
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4.02.d. Learning Management System 
Refer to Appendix D. for all matters concerning the learning management system. 

 
5. Work for Hire, Intellectual Property, and Compensation 
 
5.01. Course Load 
A faculty member teaching an online course understands at the outset whether teaching this 
course is compensated in load or over load. 
 
5.02. Responsibilities and Rights  
Faculty members are expected as a normal condition of employment at Canisius College to 
develop and keep current the courses they are assigned to teach. Canisius retains full rights to 
common elements of course syllabi including learning objectives, course descriptions, course 
requirements and course schedules that are submitted, reviewed and approved as specified by the 
appropriate academic department and/or curriculum committee.  Rights to all other course 
materials belong to the instructors who create them. Faculty posses the rights to use the course 
materials while employed at the college and upon separation.  The college cannot use the course 
materials without permission of the faculty member. Any exception to this principle involves a 
written agreement (see Appendix B) between the college and the instructor made prior to course 
or course materials development.  

 
5.03.  Transference of Course Materials 
If the dean or designate deems a course to meet course quality criteria and requests that the 
online course materials are shared with another faculty member for use in teaching the course, 
the original course developer has the right to determine whether the course materials are shared. 
 If the faculty member agrees to share the course materials for another faculty member’s use in 
teaching the online course, the teaching agreement is executed (Appendix B).   In this case, the 
faculty member receives a minimum one-time stipend of at least $2,000. Alternatively, the 
parties may negotiate a mutually agreeable equivalent compensation such as professional 
development support or course release. Once the compensation is paid, the college has full rights 
to the course. The faculty member who developed the course, retains the rights to use the course 
materials while employed at the college and upon separation.  The college also retains rights to 
use all developed materials. 
 
If the faculty member does not agree to share the course materials, then the faculty member 
retains all rights to the course materials, with the exception of the common elements (refer to 
5.02).  
 



 

9 
 

6. Faculty Preparation and Instructional Support 
 
6.01. Assessment of Faculty Qualifications 
Individuals considered for teaching online courses possess varying degrees of knowledge needed 
for effective online teaching.  The hiring or supervisory authority (Dean, Associate Dean, 
Chairperson) in consultation with an Instructional Designer is responsible for ensuring that the 
course instructor has the necessary skills to teach online.  
 
The instructor should have the following qualifications: 

1. Competency in the subject matter, 
2. Appropriate experience and/or certification. 
3. Understanding of the institution’s Learning Management System (LMS), and an 
4. Understanding and appreciation for Canisius’ mission, tradition, and history as a Jesuit 

institution.  
 

6.02. Training and Certification 
Online instruction requires a different skill set than traditional face-to-face. To be certified to 
deliver a distance learning course, an instructor must complete the recommended training 
(Online Course Development Workshop) offered by the FacTS (Faculty Technology Services) 
Center. This training, which includes one-on-one consulting with an Instructional Designer, 
prepares the faculty member for teaching online.  
 
The training offered by the college’s Instructional Designer(s) includes pedagogy for teaching in 
an online environment, effective use of the Learning Management System (LMS), an 
understanding of Canisius’ mission, tradition and history as a Jesuit liberal arts institution, and 
integration of the Ignatian Pedagogy Paradigm into courses. Online instructors at Canisius must 
complete the Online Course Development Workshop offered by the FacTS Center for 
certification to teach online at Canisius. This includes instruction in the use of the Learning 
Management System (LMS) and pedagogy for teaching in an online environment.  

  
If instructors have received a certification or can demonstrate a proven record of online teaching 
from another institution, they may submit a copy of the certificate or their curriculum vita to be 
exempt from the training program. Instructors should still meet with an Instructional Designer 
for an orientation on teaching at Canisius. 
 
6.03. Faculty Orientation 
First-time online instructors at Canisius, including those with certification from another 
institution, receive a comprehensive orientation to teaching at Canisius College through the 
collaborative efforts of the Center of Teaching Excellence, the Deans’ Offices, the FacTS Center.  
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6.04. Course Development 
Online faculty at Canisius are required to develop the content for online courses. Course 
development and delivery must be based on best practices.  
 
6.05. Ongoing Instructional Support  
Online faculty are trained and supported by ITS (Information Technology Services), particularly 
the Instructional Designers, FacTS Center, and the Help Desk.  The Center for Teaching 
Excellence also provides ongoing faculty development programs and services.  Faculty who 
teach online also have access to the many other applicable campus resources listed in 4.01 
 

6.05.a Instructional Designers 
 The Instructional Designers’ primary duties include training faculty to teach online.  

Currently housed in the FacTs Center, they offer professional development opportunities 
to help faculty stay abreast of the newest and best online teaching practices and learning 
trends.  Instructional designers: 

1. Help faculty to identify the kind of support and training they need. 
2. Create a variety of core workshops to help faculty teach online 
3. Create mentoring and meet-up programs 
4. Identify outside professional development opportunities such as conferences and 

support from external organizations. 
5. Develop a culture of continuous improvement of strategies for online teaching 

and learning 
6. Develop community of practice among those who teach online. 

 
6.05.b Peer Coaching 
The college acknowledges the importance of collegial support and faculty mentorship. To 
facilitate best practices among online instructors, faculty are invited to participate in a 
peer coaching program.  
 

7. Student Preparation and Support 
For degree-seeking students, the same policies concerning admissions requirements, academic 
standards, and other administrative processes apply to distance learning programs as they do for 
on-campus programs.  
 
7.01. Preparation 
Student readiness for online learning is evaluated in advance of enrolling in an online course or 
program through the completion of the Readiness for Online Learning Survey 
(http://www.canisius.edu/readiness) and a mandatory online orientation program.  
 

http://www.canisius.edu/readiness
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The results of the readiness survey and the orientation are input into the students’ records and the 
scores are viewable by admissions representatives, program directors, instructors, advisors, and 
the Office of Student Success and Retention.   
 
Appropriate advisement is expected for students who do not perform well on the readiness 
survey. 
 
7.02. Support 

 
7.02.a. Administrative processes such as admissions and registration are readily 
accessible to online students via the college web site. Students receive e-mail accounts 
and access to the MyCanisius portal. Students register online and access course 
schedules, grades, degree audits, financial aid and billing information. Tuition is also 
payable online. 

 
7.02.b. Canisius students enrolled in online learning have access to academic and support 
services. (i.e., online students are not required to come to campus in order to obtain these 
services). Refer to 4.01.  
 
Students have access to academic advising and other support services by phone, e-mail, 
in-person, and other communication technologies. Program materials clearly describe 
how students access these support services. 

 
Portions of this document were appropriated from policy developed by Plymouth State 
University and adapted for use by Canisius College. 
 
Draft Dated February 14, 2012 
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Appendix 
Appendix A: Griff Guide to Teaching Online 
 
http://www.canisius.edu/images/userImages/itsweb/Page_9814/GriffGuideMacVie.pdf 
 
This guide introduces instructors to the basic concepts of setting up an online course at Canisius 
College. The guide serves as both a companion to the Online Course Development Workshop 
and as an introduction to teaching online. It includes educational technology enhancement ideas 
and educational research to support the concepts. 
 
Users of this guide will: 
Technology: 
□  Become acclimated to the learning management system environment. 
□ Learn about potential technology enhancements beyond the learning management system. 
 
Planning: 
□  Develop a plan for building their online course. 
□  Develop a course outline. 
□  Develop course objectives. 
□  Address issues of diversity. 
 
Delivery: 
□  Develop an Introductory Folder. 
□  Choose delivery methods for course content for each week. 
□  Develop engaging discussions. 
□  Develop creative activities. 
 
  

http://www.canisius.edu/images/userImages/itsweb/Page_9814/GriffGuideMacVie.pdf
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Appendix B: Agreement TBD 
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Appendix C: New Program Proposal Review Process and Rubric
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Appendix D. Learning Management System  
 

1. All online courses are conducted in the Learning Management System (LMS) provided 
by Canisius to ensure compliance with federal regulations regarding verified student 
identification when they submit course work. Faculty may supplement the LMS use with 
additional online resources, but submission of course work must verify student 
identification. 
 

2. All courses offered at Canisius have a presence on the LMS. Each course are initially 
made unavailable to students, but ITS makes the course available to students 
approximately one business day prior to the start of the course. Instructors may modify 
the availability of their courses. Those wishing to offer courses in an online or hybrid 
format must comply with the policies and procedures outlined elsewhere in this 
document. 
 

3. Information Technology Services maintain the LMS and ensure its operation at or near 
100% at all times. In the event that the LMS is taken offline for maintenance, faculty and 
students receive notification from Information Technology Services (ITS) in as timely a 
manner as possible. Where possible, notifications are broadcast at least twenty-four hours 
before the interruption of service. Notification includes the expected length of downtime. 
 

4. The students and instructors of each particular course section are added to each course via 
a direct feed from Banner. . Instructors cannot officially add students to a course without 
the approval of the registrar. 
 

5. All courses are held on the LMS for 12 months past the end of the term, at which time 
they are removed. Instructors are given notice at least one month prior to the removal of 
courses. Instructors are responsible for exporting any of the course materials they wish to 
archive.  
 

6. Accessibility to a course is limited to the assigned instructor(s), registered students, the 
Department Chair, ITS (for the purpose of assisting students or instructors with various 
issues), and those individuals who have been given written permission to access a course. 

a. Faculty may add visiting students, visiting instructors, librarians, guests, and 
teaching assistants to their courses, accepting responsibility for obtaining any 
required approvals, or fulfilling any other requirements or procedures that may 
exist in policies not covered in this document. 

 
7. The LMS role of Administrator is limited to select members of ITS. ITS Personnel, 

however, shall not be authorized to enter any courses for any other purpose than those 
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stated above. Individual instructors may authorize a system support person permission to 
enter his/her course. 
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Appendix E. MSCHE Standards 
 
The standards established by MSCHE guide instruction and assessment practices at Canisius.  
They include but are not limited to: 

• distance learning (online education) offerings (including those offered via 
accelerated or self-paced time formats) that meet institution-wide standards for 
quality of instruction, articulated expectations of student learning, academic 
rigor, and educational effectiveness. If the institution provides parallel on-site 
offerings, the same institution-wide standards should apply to both; 

• consistency of the offerings via distance learning (online education) with the 
institution’s mission and goals, and the rationale for the distance learning 
delivery; 

• planning that includes consideration of applicable legal and regulatory 
requirements; 

• demonstrated program coherence, including stated program learning outcomes 
appropriate to the rigor and breadth of the degree or certificate awarded; 

• demonstrated commitment to continuation of offerings for a period sufficient to 
enable admitted students to complete the degree or certificate in a publicized 
time frame; 

• assurance that arrangements with consortial partners or contractors do not 
compromise the integrity of the institution or of the educational offerings; 

• validation by faculty of any course materials or technology-based resources 
developed outside the institution; 

• available, accessible, and adequate learning resources (such as a library or other 
information resources) appropriate to the offerings at a distance (online); 

• an ongoing program of appropriate orientation, training, and support for faculty 
participating in electronically delivered offerings; 

• adequate technical and physical plant facilities, including appropriate staffing 
and technical assistance, to support electronic offerings; and 

• periodic assessment of the impact of distance learning (online education) on the 
institution’s resources (human, fiscal, physical, etc.) and its ability to fulfill its 
institutional mission and goals. 

Extracted from Characteristics of Excellence in Higher Education: Requirements of 
Affiliation and Standards for Accreditation: Middle States Commission on Higher 
Education, Philadelphia 2004.  See “Standard 14: Related Educational Activities” (51-
42). 
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