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City College Online 

Student Handbook 
Student Guide to City College Online

INTRODUCTION

Do I want to take an online course or be an online student?

Online learning is a very convenient way to continue your education without having to travel to and from a given campus.  Students who are organized, disciplined and able to work independently can benefit greatly from the flexibility of taking an online course.  Online courses will require students to spend between 4 and 6 hours each week preparing for and posting assignments.  Some assignments will involve basic research and writing papers or responding to questions within an online environment also known as an LMS (Learning Management system). For your purposes, this environment will be considered to be your classroom.  Online classes can be a great alternative if you have work and personal constraints which make attending face to face classes challenging.  You must, however, be aware that this mode of education requires great discipline and attention to details.

Who can take online classes?
On-ground students who have completed at least one quarter at City College may enroll in an online course.  Students will be required to take a mandatory orientation to ensure that they understand the technology necessary for success and the rigor of an online course.  Students who do not successfully complete the orientation may re-take this enrollment in a subsequent quarter.

Online only students must also complete a mandatory orientation to ensure that they understand the technology necessary for success and the rigor of an online course.  Students who do not successfully complete the orientation may re-take this for enrollment in a subsequent quarter.

When can I register for an online course?
Students may register for online courses during the regular registration period.  Online registration does close prior to on-ground registration. 
What is the difference between a “hybrid” student and an “online only” student?

Hybrid students – these are students who are enrolled in both online and on-ground courses OR students whose primary campus is on-ground but are taking only online courses within a given term.  
Online only students – these are students enrolled in an online program and who only take online courses.

What happens if I realize that online classes do not suit my lifestyle? Online course withdrawals.
Voluntary Withdrawal from City College

Students may officially withdraw from class during the drop/add period without punitive grades or financial obligations for the classes dropped.  The last day of attendance (LDA) is calculated based on when the last educational activity occurred in the online course site. The LDA determines whether or not grades are recorded for the quarter. If the LDA is within the first half of the course, a grade of "W" is given. If the LDA occurs within the last half of the course, the student will receive a final letter grade in each course. The grade of "W" has no effect on the student's cumulative grade point average or successful completion of courses. However, the grade of “W” is added to hours attempted within the specified maximum time frame.

A student must officially withdraw from the College. A student who wishes to withdraw is required to inform the institution in writing of his/her intention to withdraw. Such request must be presented in writing (mail, email or fax) or in person. 

Course cancellation
City College online requires that there be a minimum of 10 students in order for an online course to begin.   In rare circumstances, the college may cancel an online course on the first day of class due to low enrollment. Every effort will be made to move students to either another online course which meets their educational requirements or a similar class for hybrid students.  Even if a student has logged into the online environment prior to course start, the student will incur no financial liability once the course is cancelled.

TECHNOLOGY REQUIREMENTS FOR CITY COLLEGE ONLINE COURSES
Computer: 
Intel 1 GHz or higher

AMD I GHz or higher

With 100mb of hard drive free
Memory:
Windows XP – 512 MB Ram or more

Vista/Windows 7 – IGB RAM or more

Mac OS X
Note: Please check the system requirements for the software as specific Microsoft service packs may be required for Windows 2000 or XP. These service packs are available as free downloads on Microsoft's web site: www.microsoft.com.

Internet connection: Broadband is strongly encouraged.

Browser: Courses offered online are best viewed using Microsoft Internet Explorer v 7/8 (PC), Firefox (3.X and higher) or Safari.

Javascript and Cookies: Both enabled.  Also confirm that pop-up blockers are disabled and confirm that firewall allows full communication with LMS.

Audio:  Sound and microphone for collaboration.

Software:  

· Adobe Flash 8 player

· Adobe Acrobat Reader 5 or higher

· Java JRE 1.5.0_06-JDK 1.5.0_16; Java 6 not supported. 

· Microsoft Office (including MS Word, MS Excel, MS PowerPoint, MS Access, and MS Outlook), Norton Antivirus. 

· Open Office

Suggested peripherals: 

· CD or DVD burner,

· Color Inkjet printer,

· Color flatbed scanner

· Digital camera.
· Webcam (if your computer does not have one integrated in it)
Bottom of Form

Guidelines for Online Enrollment

City College has a rigorous online educational platform which requires that students are motivated and self-driven to be successful within courses. There is substantial reading, research, collaborative learning, and writing activities which students must complete in a timely manner.  As such, City College uses the following guidelines for enrolling online students.

Hybrid students
· Hybrid students can take a maximum of two online courses in a term in addition to their on-ground classes.

· Hybrid students must complete an Online Orientation Seminar prior to the start of their online courses.

· Hybrid students may not register for online courses in their first quarter of enrollment at City College.

Online only students

· Online only students can take a maximum of three online courses (12 credits) in a single term.

· Online only students must complete an Online Orientation Seminar prior to the start of their online courses.

· Students registered in online only programs must adhere to the following guidelines:

Online Enrollment dates

Both Hybrid and on-line only students MUST be registered for online classes a minimum of five days prior to the start of the term.
Attendance and Grades

ATTENDANCE AND WITHDRAWAL POLICY FOR ONLINE COURSES
Attendance

All City College online students are required to both log into their online classroom and complete an educational activity within three days of the class start. Attendance is recorded in an online environment through evidence of posting assignments and completing activities. Assignments in an online environment have very strict deadlines; failure to meet those deadlines can result in either lowered or failing grades.  It is the responsibility of each student to ensure that assignments are posted on or before the due dates in order to record attendance and receive grades. Attendance is recorded on Fridays at 1pm.

Classes start on either Monday or Wednesday. Regardless of when your class begins, you must log in and complete online activities or post assignments at least once each week before Friday at 1pm in order to meet the attendance requirement. The class week therefore begins at 1:01pm Friday and closes at 1pm the following Friday except the first week of classes when you MUST post activity within the first three days (by Wednesday 1pm if your course starts on a Monday and by Friday 1pm if your course starts on a Wednesday).

If a student fails to officially withdraw, but does not attend any class or complete any educational activity for 14 consecutive calendar days they will be withdrawn from the College.

Administrative Withdrawal from Online courses

Hybrid students who attend their on-ground classes, but do not attend their online classes/post attendance within the given add/drop period will remain enrolled in their online course and incur a cost for the course.

Online only students who do not attend their online classes/post attendance within the first seven days of the term (end of official add/drop period) will be administratively withdrawn from their online classes with no financial penalty. As a result, the student will be administratively dropped from school since they will have no enrollment. Students will be required to pay the re-start fee of $100 when returning to either online or on-ground courses at City College. Students enrolled in multiple online courses with attendance in at least one of those courses will incur a charge for all online courses. 

Both Hybrid and online only students who attend online classes within the designated add/drop period, but do not attend after that and do not request official withdrawal from online courses will be treated as follows:

a. Students who attend between Weeks 1 and Week 5 will receive a W for the course and will incur financial penalties based on the refund policy in the City College catalog. This will have no impact on a student’s CGPA; but will impact their maximum time frame to completion of their course
b. Students who stop attending after Week 6, may receive an F for the course and will incur a 100% financial penalty for the course. This will impact (a) a student’s term GPA, (b) a student’s CGPA and (c) the maximum time frame to completion of their course.  

Voluntary Withdrawal from Online courses

Students have seven calendar days (end of official add/drop period) from the start of the term to officially withdraw from an online course, regardless of posting attendance. Hybrid students must contact the Registrar of their On-ground campus to withdraw from an online course.  Online only students must contact the Student Online Coordinator to withdraw from an online course.  

GRADES

City College uses a point system to allocate grades.  This allows students to know exactly how many points they have earned thus far in a course towards their final grade. 

Below is a sample grading rubric for discussion posts:
	Response Criteria
	10 pts. Possible

	Provided a clear logical organized argument on the subject or topic
	3.3

	Provided adequate justification and evidence supporting the opinion expressed
	3.3

	Submitted on time
	3.3

	Participation Criteria
	10 pts. possible

	Participated in the discussion by concurring or disagreeing, asking questions or providing an additional point of view
	2.5

	Provided justification for responses using the text, lecture notes or other resources
	2.5

	Responded to at least two other students posts with meaningful, relevant responses based on course content and theory.
	2.5

	Displayed sensitivity when critiquing others work and offered criticism that was respectful of other students while providing critique based on course content and theory.
	2.5

	Total Possible Points
	20


Below is a sample grading rubric for reflection posts:
	Response Criteria
	10 pts. Possible

	Provided a clear logical organized argument indicating a full understanding of the weeks assignments
	5

	Made conclusions based on the current weeks assignments and linked them to previous weeks while also showing how interaction with other students has helped increase their understanding of the topic.
	5

	Provided adequate justification and evidence supporting the opinion expressed
	5

	Submitted on time
	5

	Total
	20


Example of the City College Online Grade Book:
	Assignment
	Points for Assignment
	Points Earned for Assignment

	Week  1 Assignment
	10
	

	Week 1 Reflection
	10
	

	Week 1 Discussion
	20
	

	Week 2 Assignment
	10
	

	Week 2 Reflection
	10
	

	Week 2 Discussion
	20
	

	Week  3 Assignment
	10
	

	Week 3 Reflection
	10
	

	Week 3 Discussion
	20
	

	Week 4 Assignment
	10
	

	Week 4Reflection
	10
	

	Week 4 Discussion
	20
	

	Week  5 Assignment
	10
	

	Week 5 Reflection
	10
	

	Week 5 Discussion
	20
	

	Week 6 Midterm
	50
	

	Week 6 Reflection
	10
	

	Week 6 Discussion
	20
	

	Week 7 Assignment
	10
	

	Week 7 Reflection
	10
	

	Week 7 Discussion
	20
	

	Week  8 Assignment
	10
	

	Week 8 Reflection
	10
	

	Week 8Discussion
	20
	

	Week 9 Assignment
	10
	

	Week 9Reflection
	10
	

	Week 9Discussion
	20
	

	Week 10 Assignment
	10
	

	Week 10Reflection
	10
	

	Week 10Discussion
	20
	

	Week 11 FINAL
	50
	

	Week 11Reflection
	10
	

	Week 11 Discussion
	10
	

	TOTAL POINTS 
	410
	


11 Discussion questions @ 20 points each = 220 points

9 Assignments @ 10 points each = 90 points

2 Exams @ 50 points each = 100 points

City College Online Policies and Procedures
City College offers courses and programs that can be taken through online instruction. Through these courses, we are able to supplement our traditional campus-based curriculum and programs with courses that meet the unique educational needs of the student by providing distance learning opportunities, techniques and technology.   Online courses are not required but are an option. 
Students who wish to complete courses via distance learning must be aware that successful completion of online courses depends heavily upon:

· being self-motivated, and  
· technical proficiency in computer and Internet use, and

· good English and writing skills, and

· effective time management strategies.

Students registering for online courses must have successfully completed at least one academic term at the College. The chief academic officer can waive this requirement if they determine the student is prepared for online course work.
Online course requirements
· Students not enrolled in an online program must be enrolled in a degree program on campus and complete 50% of the total number of courses via residential delivery.

· Students must complete City College’s Online orientation (either on campus or online) prior to the start of their online course(s).

·  Students must have access to an off-campus computer (see online technology requirements). 

· Students must have off-campus Internet access.  City College online courses require a minimum of DSL. A broadband connection is preferred.

· Students must have a valid e-mail address.
· Students should inform the College anytime their contact information or e-mail address changes
· Students will purchase the textbook (may be traditional or an e-book) for the course. 

· There is an additional $150.00 fee for each online course. 

· Students who are unable to take online examinations may be required to go to a campus to complete an on-ground midterm and/or final examination. 
Course Cancellation

City College online requires that there be a minimum number of students in an online course.   In rare circumstances, the college may cancel an online course on the first day of class due to low enrollment. Every effort will be made to move students to either another online course which meets their educational requirements or a similar class for hybrid students.  Even if a student has logged into the online environment prior to course start, the student will incur no financial liability if the course is cancelled.

City College Online weekly schedule
City College online classes have duration of 11 weeks. Students are required to participate each week in order to maximize their learning potential and to receive attendance, participation and assignment points. The City College online week begins on Friday at 1:01pm and ends with attendance taking at 1pm the following Friday. While each course will have specific deadlines for course work, students are expected to log into their course site at least three times a week to check email and announcements. You will also be expected to attend online meetings scheduled by the faculty member each week. 
Conduct policy for classes

In the City College online classroom, students submit assignments, post comments within threaded discussions, and respond to reflection questions. While this is an online environment, students must understand that this is an educational platform and as such are expected to behave accordingly.  Appropriate language must be used at all times. When commenting on other students work or assignments, care should be taken to be respectful even when challenging or disagreeing with someone.  

Students have great flexibility in posting assignments in text, video and audio formats. Students are expected to submit original work for all course assignments, including exams. Students are responsible for their own conduct and all cases of dishonesty (e.g., plagiarism, cheating) will be reported to the proper college officials. 
Late work
City College online requires that students post assignments on or before the due dates. If an instructor decides to accept a late assignment because the student has demonstrated verifiable mitigating circumstances, such as death, illness, unplanned event, natural disaster, and or technical issues, the late work may have 10% of the grade deducted for each day that the assignment was late.  
No assignments will be accepted past the third day the assignment was originally due. 

Online examinations process 
City College online students will take tests and examinations.  The specific guidelines for tests and examinations will be established by the instructor and communicated to students.
Examination makeup policies
Each instructor will provide guidelines regarding examination makeup policies in specific courses.

Verification of identity during examinations
There are provisions for identification during a test taking process:  Students may be asked to provide directory information (student numbers, special passwords, etc) during a test for verification of student identity. 
City College usage report
City College online monitors each students activity within the online classroom.  City College has a usage report which faculty and administrators can use to determine the dates, times and the length of time which students spend within the online classroom.  

RULES FOR ONLINE DISCUSSIONS AND POSTS
Online classroom guidelines

Students are required to read all of the notes posted in the discussion area from the faculty  and classmates.  The quantity and quality of your participation in the discussion area will be assessed by the faculty.  The participation point value is defined within each assignment, or assigned by your faculty member.

Rules of conduct

As a student in the online environment you will be communicating in a variety of ways. You are expected to be respectful to your fellow students and faculty. This includes, but is not limited to, refraining from the following:

· Use of inappropriate language. 
· Disrupting the online course environment, i.e. “hacking”.

· Harassing, stalking, insulting, or humiliating students, faculty, or administrators.

· Writing demeaning or otherwise derogatory comments.
Faculty members and City College make the determination about the appropriateness of language tone and content.
Participation and Grading Criteria

Students have weekly discussion questions which require them to participate in a threaded discussion through discussion posts.  Following are guidelines for what are deemed substantive weekly posts.
A weekly substantive post requires 1- 3 posts. 

a. The first post must be the student’s response to the discussion question. The student’s 
response should be clear, logical, organized with justification and evidence supporting the opinion expressed.  This post should consist of a minimum of between 150 and 300 words. 

b. The other posts are responses to other students' posts and these posts should be between 75 and 150 words.  

These posts provide the discourse between students and the instructor relative to the subject matter within the course.  Contributing to the discussion must be based upon course content and theory while providing appropriate documentation and/or citations.

A response to another student’s post may be in the form of:

a) Concurring/agreeing with a student and stating why you are in agreement

b) Asking a question that you have based on the student's response 

c) Asking for clarification on a point another student has made; or

d) Providing a contrasting point of view (challenge) with justification and rationale for the differing viewpoint.  A challenge to another student’s ideas must be supported by references from the text, lecture or other research sources. 
STUDENT CONDUCT POLICY 
Academic honesty:  City College defines academic dishonesty as the “submission of work completed by another person as your own.” All ideas, words or work from others that are included in a student’s submitted work must be identified and cited. Failure to appropriately identify the ideas, words or work of others included in a student’s work is considered academic dishonesty and violates the conduct section of the catalog. Academic dishonesty may result in a zero on the graded activity, or suspension and/or termination from one or more of your courses or your entire program of study.
Ideas, words or work that require citation include, but are not limited to, hard copies or electronic publications, whether copyrighted or not, and visual and verbal communication that clearly originates from an identifiable source. This policy applies to all courses whether taught in residence or online and all sources whether electronic or hardcopy. 

Infractions of Academic Integrity

a. Plagiarism, for example:  

· Submit work completed in whole or in part by another person as if it were your own. 

· Restate or paraphrase another writer’s work without acknowledging the source. 


· Copy another student’s homework and submit the work as if it were the product of your own labor. 

· Attempt to gain an advantage by using another student's work, revealing the questions or answers on quizzes to other students, or viewing quiz questions or answers obtained by another student.
· Whenever you conduct research, you MUST include references to the sources you used. The most common method is to write "Work Cited" at the end of your submission, and then list the URL's for websites you used or quoted. If you use text or graphics from a website or any other source and do not cite the source, you will receive a grade of zero for the assignment. 

b. Cheating on assignments or examinations

c. Engaging in unauthorized collaboration on academic work

d. Use of test materials without authorization

e. Submitting false or incomplete records of academic achievement

f. Altering, forging or misuse of academic records

g. Falsifying data, research, procedures or data analysis

h. Deceiving the college and/or college officials

i. Violation of technology policies, for example:

· theft or abuse of computer, email or internet or intranet resources

· unauthorized entry into a file, to use read or change the contents

· unauthorized electronic file transfers

· unauthorized use of another individuals identification and/or password

· use of computing facilities to interfere with the work of another student, faculty member, or school official.

· use of computing facilities to send obscene or abusive messages

· use of computing facilities to interfere with normal operation of the schools’ computing system.

Disciplinary Sanctions for Violation of Academic Integrity

Students who violate the academic conduct policy will be subject to the following:

For the first infraction, the student is subject to either:

a) The student may either fail the assignment and lose the grade for that assignment without the possibility of replacing that grade; or

b) The student may fail the course and be required to re-take the course. 

The Director of Education must approve the decision of the instructor. A copy of the Disciplinary Notice form and any decision made will be placed in the student academic file.

For a second infraction, the student is subject to either:

a) Suspension from the college or 

b) Conduct Dismissal from the college.  

For a second infraction, the decision for suspension and/or dismissal will reside with the Director of Education, since faculty members may not be aware of a student’s prior infraction. A copy of the Disciplinary Notice form and any decision made will be placed in the student academic file along with the letter to the student indicating that they have either been (a) suspended or (b) Dismissal from school for violation of the Student code of conduct.

Special note:  Egregious behavior on the part of a student can result in immediate dismissal from the college. 

For all other infractions, the final decision rests with the Executive Director
Where can I get Help?

Working in the online classroom can sometimes be challenging and you may need help to successfully complete the assignments and tasks you are assigned. Please find below a list of the different resources available to assist you.
Specific Questions about an assignment:

Contact your instructor. Your instructor will provide you with contact information for them. You are encouraged to contact them directly for any questions you have regarding assignments, readings, or any other class specific issue.
Technical Issues: 

For assistance with any computer, technical issues you can call for assistance from 8 am to 10 pm, 7 days a week.
Direct line: 954-492-5353 x 1023

Toll free line: 888-203-5712 

OR
Email: Help@citycollege.edu anytime!

Research help: The Fort Lauderdale campus librarian is available to assist you if you need help locating resources to complete an assignment.
Name: Ask for the Library
Phone: 954-492-5353

General Academic Help: There are a number of online tutorials that you can access at http://citycollege.libguides.com. 
Among them are:

· Information and links to the online eResources that are provided to you by the Library

· How to search web resources

· Help with basic math skills

· How to write a research paper

· How to cite in APA style 

· What is plagiarism and how to avoid it

· How to format a paper in APA style

· Help with basic grammar
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