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I. Scope: All distance learning courses offered at the University. 
 

II. Purpose: To define the required instructional expectations for distance learning instruction. 
 

III. Procedures:  
 
Distance Education is defined as a planned teaching/learning experience in which the instructor 
and learners are separated by physical distance and instructor-learner interaction occurs 
through multiple modalities of existing and evolving media. The University will use the 
definitions of modalities in Course Delivery Formats Policy 3500.17 and Course Delivery Formats 
Procedure 3500.17.01 to identify distance learning courses for the purposes of this procedure. 
 
Faculty have the primary responsibility for delivery of the required content, quality, and 
effectiveness of the established curriculum as defined in the course syllabus and course shell. 
Faculty are required to teach classes in adherence with the University’s instructional standards 
as detailed in the Faculty Handbook. Distance learning has an additional set of standards as 
described below.  
 
Required Faculty-Learner Interaction 
The course faculty must provide regular and substantive interaction with learners enrolled in a 
Distance Education course section. The interaction must be faculty-initiated, focused on the 
course content to meet the requirement, and be provided on a regular and predictable schedule 
for students throughout the course. It is the expectation of the university that faculty teaching in 
a distance learning course actively engage in their assigned class five out of seven days per week 
of a course.  
 
Faculty members may use a variety of methods and resources appropriate to the course and 
discipline to facilitate contact with learners each week. Among other strategies, interactions 
should include: 

• Providing personalized and detailed feedback to learners for course activities and 
assignments. 

• Making weekly announcements with comments. 

• Leading and facilitating weekly discussion boards, promoting learner to learner interaction. 

• Posting customized instructional materials to facilitate an individual learner’s progress in 
the course beyond the standard course materials provided. 

• Providing real-time audio or video conferencing. 

• Holding scheduled virtual office hours. 

• Holding review and tutoring sessions. 

• Meeting face-to-face if necessary/possible. 
 
Attendance in Distance Learning Courses 
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Faculty members teaching a distance learning course must record attendance each week of class 
by demonstrating that students have participated in a class activity or were otherwise engaged 
in an academically related online activity.  
 
Student activities that may be used for attendance in distance learning: 

• Physically attending a class where there is an opportunity for direct interaction between 
the instructor and students. 

• Completion of an initial assignment regarding academic policies, discussion board posting 
or graded assignment. 

• Submitting an academic assignment/assessment.  

• Completing an exam, an interactive tutorial, or computer-assisted instruction.  

• Participating in an online discussion about academic matters.  

• Initiating contact with a faculty member to ask a question about the academic subject 
studied in the course.  
 

Activities that may NOT be used for attendance:  

• Logging into an online class without active participation.  

• Participating in academic counseling or advisement. 

• Emailing about attendance or signaling intent to engage in the course. 
 

Student Authentication in Distance Learning Courses 
In compliance with the U.S. Federal Government regulations, the Northwest Commission on 
Colleges and Universities requires institutions that offer distance education courses or programs 
to have processes in place to authenticate that the student who registers in such a course or 
program is the same student who participates in and completes the course or program and who 
receives the academic credit. 
 
CityU assigns students a unique identification number referred to as the Student ID and a 
username. Students establish their own confidential password. The username and password is 
used to access online services offered at CityU, including the E-mail System where students 
receive announcements and notifications from the university; the MyCityU portal where 
students access university services and the Student Center (records); and the learning 
management system (LMS) where students access their course materials and course grades. 
 
Access to all university systems requires the use of multifactor authentication (MFA).  
 
Students enrolled in a distance learning course will be required to provide a secondary 
verification of identify consisting of a legal form of ID (e.g. state license, military ID, passport, 
university issued photo ID) as a proctored activity in the learning management system at the 
start of each course to access course materials and to remain enrolled. 
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IV. Responsibility: The Provost will oversee future review and, if necessary, revision of this procedure.

Unit Head Signature: 

President’s Signature: 

Related Policies & Procedures 

City University Policy Number 3500.17 Course Delivery Formats 

City University Procedure Number 3500.17.01 Course Delivery Formats Procedure 


