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week.

h. 5 hours of a faculty member’s office hour requirement may be designated as
online office hours and may be held off campus. Online courses with
extensive student contact via email, electronic chats, or additional activities,
may have the required additional on-site office hours reduced by submitting
a Conversion of Posted On-Campus Office Hours to Electronic Office Hours
form to the Director of Distance Learning.

i. A proctored mid-term and final examination for online courses during the
Fall and Spring semesters; during summer terms and any other shortened
semester, only the final examination for online courses will be proctored.

2. Student Responsibility

a. Before taking an online course, a student must be assessed to determine readiness to
benefit from the online mode of instruction.

b. Students must take two proctored exams. Students must submit a reservation request for
all proctored examinations and present a valid picture identification card at the time and
location of their reserved examination.

c. Students may be required to sign an affidavit declaring their understanding of ethical
uses of technology.

F. Accessibility (ADA)

As with traditional courses, students taking distance education courses may request
accommodations to meet individual needs of the learner. In distance education courses,
special arrangements may be made to deliver the course in an alternative format as
needed.

G. Copyright Compliance

Faculty are expected to understand and adhere to the copyright law of the United States
(Title 17, United States Code), as updated by the Technology, Education, and Copyright
Harmonization Act (TEACH Act). Copyright law must be followed when performances,
displays, copies or other reproductions of copyrighted material are made available to
students. This includes the posting of copyrighted material on any college learning
management system. Under the TEACH Act, it is permissible to make copyrighted
materials available to students, providing that such materials (1) do not exceed an
amount or duration comparable to that typically displayed in a live classroom setting;
(2) are directly related to the course content; (3) are an integral part of the teaching
content; (4) are intended solely for and are available only to students enrolled in the
course; and (5) are retained only for the class session. The students must be notified that
the materials may be subject to copyright protection.

H. Intellectual Property Rights

SWTIC supports the development, production, and dissemination of intellectual
property by its employees. Intellectual property includes, but is not limited to,
inventions, copyrightable works, trademarks, and tangible research property. (See
Policy CT -LEGAL and CT - LOCAL)
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