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About This Document 
The Online Learning Consortium’s Quality Scorecard for the Administration of Online Education 
Programs has 75 “quality indicators” that are grouped into 9 different broad categories: 
 

1. Institutional Support (1-9) 
2. Technology Support (10-16) 
3. Course Development and Instructional Design (17-28) 
4. Course Structure (29-36) 
5. Teaching and Learning (37-41) 
6. Social and Student Engagement (42) 
7. Faculty Support (43-48) 
8. Student Support (49-64) 
9. Evaluation and Assessment (65-75) 

 
Each quality indicator is worth up to three points for a total of 225 points, and is self-assessed 
according the following instructions: 
 

0 points = Deficient. The administrator does not observe any indications of the quality standard 
in place. 
1 point = Developing. The administrator has found a slight existence of the quality standard but 
difficult to substantiate. Much improvement is still needed in this area. 
2 points = Accomplished. The administrator has found there to be moderate use and can 
substantiate the quality standard. Some improvement is still needed in this area. 
3 points = Exemplary. The administrator has found that the quality standard is being fully 
implemented, can be fully substantiated, and there is little to no need for improvement in this 
area. 

 
The asterix (*) next to a quality standard indicates that it was adapted from the Institute for Higher 
Education Policy's report Quality on the Line: Benchmarks for Success in Internet-based Distance 
Education (2000).  
 
The scorecard was completed in 2015 by Wichita State University’s Online Advisory Committee: 

Dr. Sue Abdinnour, Professor & Omer Professor in Business 
Dr. Bret Jones, Associate Professor and Program Director 
Dr. Richard Muma, Professor and Associate Vice President for Academic Affairs 
Dr. Vinod Namboodiri, Associate Professor and Graduate Coordinator 
Dr. Mark Porcaro, Director of Online Learning 
Dr. Nicole Rogers, Aging Studies Program Director and Associate Professor 
Paula Seiwert, Associate Director Center for Management Development 
Dr. Jennifer Tiernan, Assistant Professor 
Mary Walker, Associate Professor and Electronic Resources Librarian 

Return to Contents 
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Navigating This Document 
Each of the 75 quality indicators has a number, score, question, and comments from the committee (Example 1). 
The areas highlighted by red boxes indicate that the committee completed these items. Where supporting 
evidence exists, there is a link to the relevant section within the document where the supporting documentation 
can be seen.  
 
The evidence or “Exhibits” are numbered according to the quality indicator followed (1, 2, 3, etc.) followed by 
the number of order the evidence file is for that indicator (.1, .2, .3, etc.). 
The Supporting Evidence section includes: the quality indicator number that references the evidence, the exhibit 
number, and the relevant text or image of the supporting evidence item (Example 2).  
 
Because some exhibits act as evidence to more than one of the 75 quality indicators, the Supporting Evidence 
section denotes all of the quality indicators that reference the given exhibit. The number also provides separate 
hyperlinks back to each of the pertinent indicators above to help aid in navigation (see the area highlighted by 
the blue box). 

 

Example 1. Completed Scorecard Example 

.  

Example 2. Supporting Evidence 

Return to Contents 
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INSTITUTIONAL SUPPORT 
# Score Question Comments 

1 2 The institution has a governance 
structure to enable clear, 
effective, and comprehensive 
decision making related to online 
education. 

The Office of Online Learning facilitates the 
development and delivery of Wichita State 
University's online courses and programs by 
providing tools and resources for students and 
faculty.  Organization and governance is outlined 
in the Online Learning Procedure Manual, Section 
1 (Exhibit 1.1) 

2 2 The institution has policy and 
guidelines that confirm a student 
who registers in an online course 
or program is the same student 
who participates in and 
completes the course or program 
and receives academic credit. 
This is done by verifying the 
identity of a student by using 
methods such as (a) a secure 
login and passcode, (b) proctored 
examinations, or (c) other 
technologies and practices that 
are effective in verifying student 
identity. 

WSU meets minimum threshold.  
 
Each student is issued a unique myWSU ID and 
the login password is required to be changed 
every 90 days, and two security questions are 
required in order to set up the student account. 
(Exhibit 2.1) 
 
The Online Learning Procedure Manual Section 5-
D (Exhibit 2.2) provides guidance to faculty for 
student identity verification.  
 

3 3 The institution has a policy for 
intellectual property of course 
materials; it specifically 
addresses online course materials 
and is publicly visible online. 

WSU Policies and Procedures Manual section 
9.10/Intellectual Property sets forth the 
University's policy concerning intellectual 
property rights for online courses or "mediated 
courseware" as set forth in the policy. The 
University's policy is identical to the Kansas 
Board of Regents' policy on the subject. (Exhibit 
3.1) 
 
The Online Procedure Manual Section 3 (Exhibit 
3.2) supports the WSU policy and provides faculty 
with an online context. 

4 3 The institution has defined the 
strategic value of online learning 
to its enterprise and 
stakeholders. 

The strategic plan of Online Education (Exhibit 
4.1) fits the strategic plan of WSU (Exhibit 4.2) 
  

5 3 The organizational structure of 
the online program supports the 

Online Education meets goals 3 and 5 of WSU's 
Strategic Plan (Exhibit 4.2), and still fits the 
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institution’s mission, values, and 
strategic plan. 

mission and vision of the University.  

6 3 The online program’s strategic 
plan is reviewed for its continuing 
relevance, and periodically 
improved and updated. 

There is a strategic plan (Exhibit 4.1) that is 
routinely updated as the landscape of the online 
program offerings changes. The 2015 Wichita 
State Online Annual Report provides a yearly 
update on progress (Exhibit 6.1). 

7 2 The institution has a process for 
planning and allocating resources 
for the online program, including 
financial resources, in accordance 
with strategic planning. 

The Office of Online Learning was established as 
a hub-and-spoke model, which means that online 
programs and faculty do not report directly to 
online learning, but through their already 
established departments. Therefore, individual 
departments, in consultation with Online 
Learning, make all decisions related to 
curriculum, program development, and faculty 
load. Reference: Online Procedure Manual 
Section 1 (Exhibit 1.1) 

8 2 The institution demonstrates 
sufficient resource allocation, 
including financial resources, in 
order to effectively support the 
mission of online education. 

Online Learning draws its financial resources 
entirely from an online fee that is assessed on all 
fully online and hybrid online classes, and 
therefore receives no tuition dollars. The Director 
manages the budget with oversight by the 
AVPAA and the Provost. Reference: Online 
Procedure Manual Section 1. (Exhibit 1.1)  

9 2 The institution has a governance 
structure to enable systematic 
and continuous improvement 
related to the administration of 
online education. 

The governance structure for online programs is 
integrated into the university structure. 
Reference: Online Procedure Manual, Section 1 
(Exhibit 1.1); Wichita State University 
organizational chart (Exhibit 9.1) 

Score 22/27 81% 
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TECHNOLOGY SUPPORT 
# Score Question Comments 

10 2 A documented technology plan 
that includes electronic security 
measures (e.g., password 
protection, encryption, secure 
online or proctored exams, etc.) 
is in place and operational to 
ensure quality, in accordance 
with established standards and 
regulatory requirements.* 

WSU is currently meeting minimal federal 
regulatory guidelines by providing students a 
unique username and password (Exhibit 2.1). We 
are investigating identity authentication 
technology. 

11 2 The technology delivery systems 
are highly reliable and operable 
with measurable standards being 
utilized such as system downtime 
tracking or task benchmarking.* 

WSU has contracted with Blackboard for hosted 
management services. Which includes backup, 
downtime tracking including an uptime 
guarantee of 99%, and system performance. 

12 2 A centralized system provides 
support for building and 
maintaining the online education 
infrastructure.* 

Office of online learning coordinates efforts 
across multiple departments. Reference: Online 
Procedure Manual, Section 1 (Exhibit 1.1). 

13 3 The course delivery technology is 
considered a mission-critical 
enterprise system and supported 
as such. 

Not all technology is treated as mission critical. 
LMS is mission critical, other supporting systems 
are not treated as such. (ex. Panopto) An 
Application Systems Administrator provides 
technical support for campus customers of all 
levels, serves as liaison to the application vendors 
and technical support, and guides the use of 
application systems, their updates, configuration 
and maintenance. 

14 2 The institution has established a 
contingency plan for the 
continuance of data centers and 
support services in the event of 
prolonged service disruption. 

We have a continuity plan for LMS, Internal data 
storage continuity plans are managed by ITS. 
Reference: Wichita State University Policies and 
Procedures, 20.02 / Crisis Management Planning 
and Preparedness (Exhibit 14.1) 

15 2 Faculty, staff, and students are 
supported in the development 
and use of new technologies and 
skills. 

Wichita State Online Quality Review and Faculty 
Development Plan addresses these needs. 
(Exhibit 15.1)  

16 2 Whether the institution 
maintains local data centers 
(servers), and/or contracts for 
outsourced, hosted services or 

The University's Information Technology Services 
team has processes in place to meet these 
standards and is working on documentation. 
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cloud services, those systems are 
administered in compliance with 
established data management 
practices such as the Information 
Technology Service Management 
(ITSM) standards which include 
appropriate power protection, 
backup solutions, disaster 
recovery plans, etc. 

Score 15/21 71% 
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COURSE DEVELOPMENT/INSTRUCTIONAL DESIGN 
# Score Question Comments 

17 1 Guidelines regarding minimum 
requirements for course 
development, design, and 
delivery of online instruction 
(such as course syllabus 
elements, course materials, 
assessment strategies, faculty 
feedback) are followed.* 

Faculty developing online courses are 
encouraged to work closely with The Office of 
Online Learning and the Media Resources Center 
to guide the quality development and delivery of 
their courses. The Online Procedure Manual 
provides guidance for faculty regarding the 
minimum standard requirements. Reference: 
Online Procedure Manual Sections 2 (Exhibit 
17.1), 4 (Exhibit 17.2), 6 (Exhibit 17.3), 7 (Exhibit 
17.4), 8 (Exhibit 17.5), 10 (Exhibit 17.6) 

18 1 Course embedded technology 
actively supports the 
achievement of learning 
outcomes and delivery of course 
content, and superfluous use of 
technology is minimized.* 

Wichita State Online Quality Review and Faculty 
Development Plan addresses these needs. 
(Exhibit 15.1)  
Reference: Online Procedure Manual, Sections 4 
(Exhibit 17.2), 5 (Exhibit 18.1), 9 (Exhibit 18.2) 

19 1 Instructional materials and 
course syllabi are reviewed 
periodically to ensure they meet 
online course and program 
learning outcomes.* 

The Office of Online Learning and the Media 
Resources Center are working together to build a 
robust program of training, support, and 
evaluation that will work towards ensuring that 
all online courses meet minimum standards. We 
are currently building our capacity to deliver 
Quality Matters (QM) reviews with faculty, and 
will use the QM rubric to create an internal 
standard that can be applied to all classes 
(Exhibit 15.1). Online Procedure Manual Section 8 
(Exhibit 17.5), 10 (Exhibit 17.6). 

20 1 A course development process is 
followed that ensures courses are 
designed so that students 
develop the necessary knowledge 
and skills to meet measurable 
learning outcomes at the course 
and program level.* 

"The University uses online course standards to 
guide the initial development and periodic 
redesign of online courses. The use of standards 
in course design is one means by which the 
institution can ensure the integrity; quality and 
consistency of its online offerings." (excerpt from 
Online Procedure Manual section 10.) Reference: 
Online Procedure Manual Sections 7 (Exhibit 
17.4), 10 (Exhibit 17.6). 

21 2 A process is followed that 
ensures that permissions 
(Creative Commons, Copyright, 
Fair Use, Public Domain, etc.) are 

For those programs that we are developing, 
processes and guidelines are in place.  
 
Faculty are provided guidance in the Online 
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in place for appropriate use of 
online course materials. 

Procedure Manual Section 3 (Exhibit 3.2) and the 
University's Policies and Procedures: 3.36 / 
Copyright (Exhibit 21.1); Copyright Guidelines 
(Exhibit 21.2); 9.10 / Intellectual Property (Exhibit 
3.1); 9.12 / Copyright Management (Exhibit 21.3) 

22 2 Course assignments and activities 
are reviewed periodically to 
ensure they meet online course 
and program learning outcomes.* 

Wichita State Online Quality Review and Faculty 
Development Plan addresses these needs. 
(Exhibit 15.1)  
 

23 1 Student-centered instruction is 
considered during the course 
development process. 

Wichita State Online Quality Review and Faculty 
Development Plan addresses these needs. 
(Exhibit 15.1)  
 

24 1 There is consistency in course 
development for student 
retention and quality. 

Wichita State University's LMS offers a brand of 
consistency to online courses. We are currently 
building our capacity to create an internal 
standard that can be applied to all classes. 

25 2 Course design promotes both 
faculty and student engagement. 

Wichita State Online Quality Review and Faculty 
Development Plan addresses these needs. 
(Exhibit 15.1)  
 

26 0 A process is followed for 
evaluating the effectiveness of 
current and emerging 
technologies to support the 
achievement of learning 
outcomes and delivery of course 
content. 

Plans are in place to begin evaluating the 
effectiveness of online teaching technology. 

27 1 Usability tests are conducted and 
applied, and recommendations 
based upon Web Content 
Accessibility Guidelines (WCAGs) 
are incorporated. 

Discussions are underway and plans are being 
developed for implementing usability testing. 

28 3 Curriculum development is a core 
responsibility for faculty (i.e., 
faculty should be involved in 
either the development or the 
decision-making for the online 
curriculum choices). 

Faculty are involved in all aspects of curriculum 
development. 

Score 16/36 44% 
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COURSE STRUCTURE 
# Score Question Comments 

29 2 The online course includes a 
syllabus outlining course 
objectives, learning outcomes, 
evaluation methods, books and 
supplies, technical and proctoring 
requirements, and other related 
course information, making 
course requirements 
transparent.* 

Faculty expectations for course syllabi of online 
courses are outlined in the Online Procedure 
Manual section 5 (Exhibit 18.1) and are 
consistent with the expectations for on-campus 
courses. Quality reviews will also address 
minimum standards (Exhibit 15.1). 

30 2 The course structure ensures that 
all online students, regardless of 
location, have access to 
library/learning resources that 
adequately support online 
courses.* 

Many resources are available for online students, 
especially through the library’s Distance Learning 
Resources Page (Exhibit 30.1). Development of 
online writing center and tutoring resources are 
in progress.  

31 2 Expectations for student 
assignment completion, grade 
policy, and faculty response are 
clearly provided in the course 
syllabus.* 

Faculty expectations for course syllabi of online 
courses are outlined in the Online Procedure 
Manual section 5 (Exhibit 18.1) and are 
consistent with the expectations for on-campus 
courses. Quality reviews will also address 
minimum standards (Exhibit 15.1). 

32 3 Links or explanations of technical 
support are available in the 
course (i.e., each course provides 
suggested solutions to potential 
technical issues and/or links for 
technical assistance). 

Clearly identified links for BlackBoard Technical 
Support and the WSU OneStop Student Services 
are embedded in each online course. 

33 2 Instructional materials are 
accessible to the student, easy to 
use, and may be accessed by 
multiple operating systems and 
applications. 

Instructional materials are embedded in each 
course, and links are provided to external 
resources such as library databases or videos 
hosted on public servers. 

34 2 Instructional materials are easily 
accessed by students with 
disabilities via alternative 
instructional strategies and/or 
referral to special institutional 
resources. 

The Office of Disability Services is available to 
online students who are in need of assistance. 
Accessibility options and strategies are 
incorporated into the applicable course by the 
instructional design team.  

35 3 Opportunities/tools are provided 
to encourage student-to-student 

Resources are provided within the LMS and 
training is available for faculty. 
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collaboration (i.e., web 
conferencing, instant messaging, 
etc.) if appropriate. 

36 1 Rules or standards for 
appropriate online student 
behavior are provided within the 
course. 

Student Conduct and Community Standards 
apply to both online and on-campus students. 
(Exhibit 36.1) 

Score 17/24 71% 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



12 
 

 

TEACHING AND LEARNING 
# Score Question Comments 

37 1 Student-to-student and faculty-
to-student interaction are 
essential characteristics and are 
encouraged and facilitated.* 

The Online Procedure Manual, section 5 (Exhibit 
18.1), offers guidelines for faculty to encourage 
this type of interaction in their courses.  

38 1 Feedback on student assignments 
and questions is constructive and 
provided in a timely manner.* 

The Online Procedure Manual, section 5 (Exhibit 
18.1), offers guidelines for faculty to encourage 
this type of interaction in their courses.  

39 2 Students learn appropriate 
methods for effective research, 
including assessment of the 
validity of resources and the 
ability to master resources in an 
online environment.* 

The LMS features embedded librarians for faculty 
and students to utilize, and the University Library 
has resources for distance learning. (Exhibit 30.1) 

40 2 Students are provided access to 
library professionals and 
resources to help locate, analyze, 
evaluate, synthesize, and 
ethically use a variety of 
information resources. 

The LMS features embedded librarians for faculty 
and students to utilize, and the University Library 
has resources for distance learning. (Exhibit 30.1) 

41 1 Instructors use specific strategies 
to create a presence in the 
course. 

The Online Procedure Manual, section 5 (Exhibit 
18.1), provides guidelines for faculty.  

Score 7/15 47% 
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SOCIAL AND STUDENT ENGAGEMENT 
# Score Question Comments 

42 1 Students should be provided a 
way to interact with other 
students in an online community 
(outside the course). 

Working toward creating and building a virtual 
campus, online community for our students. 

Score 1/3 33% 
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FACULTY SUPPORT 
# Score Question Comments 

43 3 Technical assistance is provided 
for faculty during online course 
development and online 
teaching.* 

We have 24/7 technical support available and our 
systems are mission critical. We have a number 
of technical tutorials and web resources 
available. 

44 2 The institution ensures faculty 
receive training, assistance, and 
support to prepare for course 
development and teaching 
online.* 

Training is available, most take advantage of the 
opportunity but don't yet have a method for 
ensuring that all online faculty have received 
training. (Exhibit 15.1) 

45 1 Faculty receive training and 
materials related to Fair Use, 
plagiarism, and other relevant 
legal and ethical concepts.* 

Library provides resources inside the Faculty 
Toolbox (Exhibit 45.1) for information on 
copyright and support for research.  
The Online Procedure Manual, section 3 (Exhibit 
3.2), provides guidance and resources about 
intellectual property. 

46 2 Faculty are provided ongoing 
professional development related 
to online teaching and learning. 

Professional development programs are provided 
and we are working to improve the availability of 
various delivery methods. (Exhibit 15.1) 

47 1 Clear standards are established 
for faculty engagement and 
expectations concerning online 
teaching (e.g. response time, 
contact information, etc.). 

Guidelines have been developed and are 
documented in the Online Procedure Manual 
Section 5, (Exhibit 18.1), there is not yet a 
method for monitoring and ensuring faculty 
engagement. 

48 1 Faculty are informed about 
emerging technologies and the 
selection and use of new tools. 

Most emerging technology is discovered by 
entrepreneurial faculty. 

Score 10/18 56% 
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STUDENT SUPPORT 
# Score Question Comments 

49 1 Before starting an online 
program, students are advised 
about the program to determine 
if they possess the self-
motivation and commitment to 
learn online.* 

We have an advising process in place specifically 
for online students and we are exploring effective 
ways for students to assess motivation and 
commitment to learn online. 

50 3 Before starting an online 
program, students are advised 
about the program to determine 
if they have access to the 
minimum technology skills and 
equipment required by the 
course design.* 

Students will meet with their advisor to 
determine the minimum technology skills 
needed. 

51 3 Before starting an online 
program, students receive (or 
have access to) information 
about the program, including 
admission requirements, tuition 
and fees, books and supplies, 
technical and proctoring 
requirements, and student 
support services.* 

This information is presented online and an 
advisor will meet with the student to assess 
individual needs. 

52 2 Throughout the duration of the 
course/program, students have 
access to training and 
information they will need to 
secure required materials 
through electronic databases, 
interlibrary loans, government 
archives, news services, and 
other sources.* 

These resources are available, the 
implementation is not yet comprehensive. 

53 3 Throughout the duration of the 
course/program, students have 
access to appropriate technical 
assistance and technical support 
staff.* 

Support is available 24/7/365 and we have a 
consistent escalation process. (Exhibit 53.1) 

54 3 Support personnel are available 
to address student questions, 
problems, bug reporting, and 
complaints.* 

Support is available 24/7/365 and we have a 
consistent escalation process. (Exhibit 53.1) 
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55 3 Students have access to effective 
academic, personal, and career 
counseling. 

Academic and personal counseling services are 
available (Exhibit 55.1), career counseling specific 
to online students is in development. 

56 3 Frequently Asked Questions 
(FAQs) are provided in order to 
respond to students’ most 
common questions regarding 
online education. 

OneStop student services provides a wide variety 
of FAQs. The knowledge base is constantly 
monitored and reviewed. (Exhibit 53.1) 

57 3 Students are provided non-
instructional support services 
such as admission, financial 
assistance, 
registration/enrollment, etc. 

OneStop student services provides 24/7 access to 
these services. (Exhibit 53.1) 

58 2 Policy, processes, and resources 
are in place to support students 
with disabilities. 

Office of Disability Services (Exhibit 58.1) 
provides full disability support and is developing 
programs and processes specific to online 
students. 

59 3 Students have access to required 
course materials in print and/or 
digital format, such as ISBN 
numbers for textbooks, book 
suppliers, and delivery modes 
prior to course enrollment. 

This information is provided in the syllabus which 
is available prior to course starting. 

60 3 Program demonstrates a student-
centered focus rather than trying 
to fit existing on- campus services 
to the online student. 

We focus our students and programs on the 
online students. 

61 2 Efforts are made to engage 
students with the program and 
institution in order to minimize 
feelings of isolation and 
alienation. 

Advising checkpoints are in place for each 
student in online programs. 

62 2 The institution provides 
guidance/tutorials for students in 
the use of all forms of 
technologies used for course 
delivery. 

All technologies are not yet documented fully. 

63 1 Tutoring is available as a learning 
resource. 

We are working to ensure that more online 
students have access to tutoring. 

64 3 Students are provided clear 
information for enlisting help 
from the institution. 

OneStop student services provides a variety of 
channels for students to get assistance. (Exhibit 
53.1) 

Score 40/48 83% 
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EVALUATION AND ASSESSMENT 
# Score Question Comments 

65 3 The program is assessed through 
an evaluation process that 
applies specific established 
standards.* 

Triennial program review process is in place for 
all programs, face to face and online. 

66 3 A variety of data (academic and 
administrative information) are 
used to regularly and frequently 
evaluate program effectiveness 
and to guide changes toward 
continual improvement.* 

Triennial program review process is in place for 
all programs, face to face and online. 

67 3 Intended learning outcomes at 
the course and program level are 
reviewed regularly to ensure 
alignment, clarity, utility, 
appropriateness, and 
effectiveness.* 

Triennial program review process is in place for 
all programs, face to face and online. 

68 3 A process is in place and followed 
for the assessment of support 
services for faculty and students. 

Triennial program review process is in place for 
all programs, face to face and online. 

69 1 A process is in place and followed 
for the assessment of student 
retention in online courses and 
programs. 

We are working toward implementing an 
analytics package to evaluate retention. 

70 0 A process is in place and followed 
for the assessment of 
recruitment practices. 

There is not currently a process for assessing the 
recruitment practices for online programs. 

71 0 Program demonstrates 
compliance and review of 
accessibility standards (Section 
508, etc.). 

There is not currently a process for assessing the 
accessibility standards for online programs. 

72 2 Course evaluations collect 
feedback on the effectiveness of 
instruction in relation to faculty 
performance evaluations. 

This is part of the annual faculty evaluation 
process. 

73 3 A process is in place and followed 
for the institutional assessment 
of faculty online teaching 
performance. 

This is part of the annual faculty evaluation 
process. 

74 3 A process is in place and followed 
for the assessment of stakeholder 

Online programs utilize the same process that on-
campus programs do. 
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(e.g., learners, faculty, staff) 
satisfaction with the online 
program. 

75 2 Course evaluations collect 
student feedback on quality of 
online course materials. 

Courses are evaluated, however outcomes are 
not automatically shared with instructional 
design staff to improve online courses. We are 
working with faculty to close this gap. 

Score 23/33 70% 

Total 151/ 
225 

67% 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



19 
 

SUPPORTING EVIDENCE 
# Exhibit Evidence Item 

1 
7 
8 
9 
12 

1.1 
 

Online Learning Procedure Manual, Section 1 
Organization and Governance of the Office of Online Learning 
 
A. Structure 
The Office of Online Learning was established as a hub-and-spoke model, which means that online 
programs and faculty do not report directly to online learning, but through their already established 
departments. Therefore, individual departments, in consultation with Online Learning, make all 
decisions related to curriculum, program development, and faculty load.  
 
With this model, Online Learning will provide support, resources, coordination, and consultation to all 
colleges, departments, divisions, and university business units that reach online students. As such, it is 
not an academic unit, but will assist academic units in recruiting, assisting with online student 
enrollment, provide advising for online students, support for retention efforts, as well as oversight to 
ensure that all regulatory requirements are being addressed, especially as they relate to state 
authorization for providing distance education outside of Kansas, Title IV guidelines for distance 
education, and HLC and KBOR guidelines and requirements for distance education delivery. 
 
Online Learning is a division within Academic Affairs and is overseen by a Director of Online Learning 
who reports to the Associate Vice President for Academic Affairs that oversees curriculum, assessment, 
and accreditation.  
 
In an effort to ensure that faculty, staff, and students have an input into decisions about policies and 
procedures for the Online Learning, a faculty and staff advisory committee was established. Deans of 
each of the colleges (including Library and Graduate School) nominate one faculty member to serve for a 
two-year term. Other members may include staff representatives from other business units on campus 
with connections to online learning or online student support. 
 
B. Faculty/Instructor Feedback 
Faculty/instructors that have feedback on issues (for example those related to compensation, load, 
quotas, and the use of TAs in online classes) are encouraged to reach out to their normal governance 
structures first (i.e., department, dean, college, etc.) that will then consult with Online Learning in order 
to address the issues.  
 
C. Evaluation of Online Learning 
The Online Advisory Committee will evaluate the progress and actions of the Office of Online Learning 
on a three-year evaluation cycle by using the Online Learning Consortium’s Quality Scorecard for the 
Administration of Online Programs.  
 
The scorecard measures:  

 Institutional Support 

 Technology Support 

 Course Development / Instructional Design 

 Course Structure 

 Teaching & Learning 

 Social and Student Engagement 

 Student Support 

 Evaluations & Assessment 
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D. Budgetary Oversight 
Online Learning draws its financial resources entirely from an online fee that is assessed on all fully 
online and hybrid online classes, and therefore receives no tuition dollars. The Director manages the 
budget with oversight by the AVPAA and the Provost. 
 
The Director of Online Learning, AVPAA, Dean, and Department/Division Chair jointly decide on all 
budgetary issues related to support for online programs where the program resides, as resources are 
available. Individual departments where the program resides, in consultation with Online Learning, 
make decisions about appropriate faculty/instructor compensation levels and whether online teaching 
constitutes in-load work or out-of-load. Departments should not have an expectation that Online 
Learning would pay 100% of actual salary and operating costs. Actual budgets will be set as described 
above. 
 
Departments that receive compensation will send an invoice to Online Learning every two months for 
actual costs incurred of any previously agreed upon funding. The department is expected to cover the 
up-front costs and receive reimbursements. No money will be transferred for expected costs. In the case 
that the amount would be too high for the department to cover, contracts and invoices are to be paid 
directly by the Office of Online Learning. 
 
Regional accreditation standard associated with this procedure 

 Higher Learning Commission Protocol for Reviewing during Comprehensive Evaluation and 
Quality Checkup Visits (v. 2, March 2013) 

o Scope of Distance-delivered Courses and Programs  
 Organizational structures in place to ensure effective oversight, 

implementation, and management of the institution’s distance-delivered 
offerings.   

o Institutional Planning for Distance-Delivered Offerings   
 Processes for planning and managing financial resources and their allocation 

for distance-delivered offerings.   

 Higher Learning Commission Guidelines for Evaluating Distance Education (C-RAC), 2009. 
o On-line learning is incorporated into the institution’s systems of governance and 

academic oversight. 
o The institution provides sufficient resources to support and, if appropriate, expand its 

on-line learning offerings 
 
See also 

 Online Learning Consortium’s Quality Scorecard for Administration of Online Programs, 2014 
o Institutional Support 

 “The institution has a governance structure to enable clear, effective, and 
comprehensive decision making related to online education.” 

 “The institution has a process for planning and resource allocation for the 
online program, including financial resources, in accordance with strategic 
planning.” 

 “The institution has a governance structure to enable systematic and 
continuous improvement related to the administration of online education.” 

 

2 
10 2.1 

The following is the email all new WSU students receive regarding their password assignments. 
Source: Wichita State University Information Technology Services.  
 
Email Subject: Thank you for applying to Wichita State. 
 
We have received your application for admission to Wichita State University. Thank you for applying! 
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To enable you to check your admission status and get help with other matters regarding your file, you 
can access the WSU OneStop by following the steps below. 
 
Your first step is to make note of your myWSU ID, which is <their ID goes here> 
 
You will use this ID to access the OneStop now and, in the future, you will be able to use your myWSU ID 
and password to log into your myWSU account to review your student records, enroll in classes, pay 
your tuition, and much more - so don''t lose this ID! 
 
The second step is to set up your account. To do so, please visit mywsu.wichita.edu and click on "New to 
myWSU?", which is below the gold "Log in to myWSU " button. On that page, under the "I am a new 
applicant and/or admitted, and I have a myWSU ID" section, click on the first link. It will take you to a 
page where you will be directed to enter your myWSU ID and select an email address you have on file 
with our office. (You may visit the page directly by going to webapps.wichita.edu/pwd_init.) Once you 
submit your information, you will be sent an email containing a link which will take you to the site 
where you can create your password and select security questions for myWSU and OneStop. 
 
Once you have received that email, your next step is to follow the link in the email and create your 
password.  That's it: you are then ready to log into the OneStop at wichita.edu/onestop to check your 
application status and access a lot of other helpful information. 
 
If you do not receive the email containing the link, please contact the appropriate admissions office: 
 
Undergraduate Admissions (U.S. citizens and Permanent Residents) 
Telephone: (316) 978-3085  |  Email: admissions@wichita.edu 
International Undergraduate Admissions (International undergraduates and Intensive English) 
Telephone: (316) 978-3232  |  Email: international@wichita.edu 
Graduate School (domestic and international applicants) 
Telephone: (316) 978-3095  |  Email:  wsugradschool@wichita.edu 
 
Please keep this email so you can retain your assigned myWSU ID. 
All the best, 
Wichita State University 
 

2 
2.2 

Online Procedure Manual, Section 5-D 
D. Student identity verification 
Regional accrediting standards require that the University demonstrates that the student enrolling in a 
WSU online course is the student that does the work and earns the grade. WSU faculty/instructors are 
expected to use these practices to ensure verification: 
 
1. Secure login into University’s LMS. All WSU courses must use the LMS as the gateway to course 
information, content, communication and assessment.  
 
2. Pedagogical and related teaching and authentic assessment practices that are effective in verifying 
student identity (video chat, review sessions, etc.). The University will provide professional 
development and instructional design consulting to support the faculty member’s/instructor’s use of 
authentic assessment strategies. 
 
Faculty members/instructors who teach online also have a responsibility to identify and address issues 
related to changes in students that may indicate irregularities. These could include sudden changes in 
academic performance, change in writing style, conflicting statements made by students in discussions 
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or on email, etc.  

3 
21 3.1 

9.10 / Intellectual Property Policy and Institutional Procedures 
I.    Intellectual Property: 
Source: Kansas Board of Regents Policy Manual: Chapter II, Governance - State Universities, A.8  
II.   Purpose: 
The purpose of the Intellectual Property policy is to foster the creation and dissemination of knowledge 
and to provide certainty in individual and institutional rights associated with ownership and with the 
distribution of benefits that may be derived from the creation of intellectual property. 
 
III.  Applicability: 
This policy applies to all full or part-time employees, including student employees, creating 
intellectual property related to the scope of their employment while under contract with the University. 
This policy also sets forth the rights of students in academic creations that are developed as a part of 
course requirements. 
 
IV.   Policy Statement: 
When revenues are to be shared, the creator(s) shall obtain his/her share only after the University has 
recouped any direct costs borne by the University for equipment and materials and costs paid to third 
parties. The portion of the revenues to be shared among multiple creators shall be shared equally unless 
otherwise agreed in writing by the creators. 
 
A.  General Copyright Policy 
The ownership of the various rights associated with copyright are dependent upon the specific type of 
intellectual property subject to copyright protection. The University shall assert limited ownership of some 
of the various rights as set forth below. Since the Kansas Board of Regents and the University have a 
fiduciary responsibility for the appropriate use of state funds, unless otherwise provided for under this 
policy, all rights associated with works produced as “work-for-hire” or other works that make “substantial 
use” of institutional resources belong to the institution. For purposes of this policy, the definition of 
“work-for-hire” is “… work prepared by an employee within the scope of his or her employment or a work 
specially ordered or commissioned by the institution to be prepared by the creator...” “Substantial Use” 
means that the creator receives more than normal support for the project or receives time and/or 
resources from the University specifically dedicated to the project.  
 
Note: the concepts of “substantial use” and “work-for-hire” are applicable to the General Copyright Policy 
and not to the Patent and Copyrightable Software Policy.  
 
1.  Mediated Courseware 
The University shall have limited ownership or control rights for mediated courseware as specified below: 
 

a)  Self-Initiated Mediated Courseware 
When employees develop mediated courseware without specific direction by the University, 
unless otherwise agreed, the ownership of the courseware shall remain with the employee. 
Normally, no royalty, rent or other consideration shall be paid to the employee when that 
mediated courseware is used for instruction at the University and such mediated courseware 
shall not be used or modified without the consent of the creator(s). 
 
The mediated courseware shall not be sold, leased, rented or otherwise used in a manner that 
competes in a substantial way with the for-credit offering of the University unless that transaction 
has received approval of the Provost and Senior Vice President. Should approval be granted to 
offer the course outside of the institution, the creator(s) shall reimburse the institution for 
substantial use of institutional resources from revenues derived from the transaction offering the 
course. 
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As owner, the creator is responsible for obtaining copyright registration, if desired, and granting 
permission for use of copyrighted courseware materials, provided that such registration or 
permission is consistent with this policy. 
 
b)  University-Directed Mediated Courseware 
When the University specifically directs the creation of mediated courseware by assigning one or 
more employees to develop the mediated courseware and supplies them with materials and time 
to develop the mediated courseware, the resulting mediated courseware belongs to the 
University and the University shall have the right to revise and decide who will utilize the 
mediated courseware in instruction. 
 
The University may specifically agree to share revenues and control rights with the employee. In 
the event that an agreement has been reached between the University and employee to share 
rights of the courseware prior to the development of such courseware, a written contract should 
be agreed to between the University and the employee(s) before the project begins. The contract 
should include details regarding revenue sharing, derivative works, licensing to external parties 
and control of the mediated courseware. The Office of Research and Technology Transfer will 
manage these contracts. 
 
The University is responsible for obtaining copyright registration and granting permission for use 
of the copyrighted courseware materials. The employee will cooperate with the University to 
secure the copyright, at the University’s expense, including, without limitation, disclosing such 
courseware to the University, providing copies thereof, and signing any documents necessary to 
perfect the University’s rights in the courseware materials.  

 
2.  Scholarly and Artistic Works  
Notwithstanding any use of University resources or "work-for-hire" principle, the ownership of textbooks, 
scholarly monographs, trade publications, maps, charts, articles in popular magazines and newspapers, 
novels, nonfiction works, supporting materials, artistic works, and like works shall reside with the 
creator(s) and any revenue derived from their work shall belong to the creator(s). Except for textbooks, 
the University shall have a royalty-free use of the work within the University, unless otherwise agreed to in 
writing.  
 
3.  Manuscripts for Academic Journals 

a)  Notwithstanding any use of University resources or the “work-for-hire” principle, 
the ownership of manuscripts for publication in academic journals shall reside with the 
creator(s) and any revenue derived from their works shall belong to the creator(s). 
b)  If the manuscript is to be published, the creator(s) shall request the right to provide the 
University with a royalty-free right to use the manuscript within the University in its teaching, 
research and service programs, but not for external distribution, and, if successful, the creator(s) 
shall grant such right to the University. 
c)  Upon the establishment of national governmental or nonprofit entities whose purpose is to 
maintain in an electronically accessible manner a publicly available copy of academic manuscripts, 
the creator(s) may be required to provide to the appropriate entity a limited license for the use of 
each manuscript upon determination by the Kansas Board of Regents that the provision of a 
license will not jeopardize the publication of articles or infringe upon academic freedom of a 
faculty member. 

 
4.  Copyrightable Software 
The rights to copyrightable software with an actual or projected market value in excess of $10,000 
annually, except software included in mediated courseware, shall be determined pursuant to the Patent 
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and Copyrightable Software Policy (Section B that follows below). 
5.  Student Academic Creations 
The ownership of student works submitted in fulfillment of academic requirements shall be with the 
student. The student, by enrolling in the University, gives the University a nonexclusive royalty-free license 
to mark on, modify, and retain the work as may be required by the process of instruction, or otherwise 
handle the work as set out in the University’s Intellectual Property Policy or in the course syllabus. The 
University shall not have the right to use the work in any other manner without the written consent of the 
creator(s). 
 
In those cases where the work is created from research or developmental activities that are collaborative 
efforts involving students, faculty or staff, or span several semesters, the student creator(s) may assign 
ownership of the creation, and related rights, to the University. 
 
If support from outside the University is provided for the student’s project then the ownership of the 
creation will be determined by the agreement between the University and the other party.  
 
B.  Patent and Copyrightable Software Policy 
All right, title, and interest, in and to any inventions, patents obtained on inventions, or the ownership of 
copyrightable software with an actual or projected market value in excess of $10,000 annually resulting 
from University sponsored research shall be retained by the University or may be assigned to an 
organization (hereinafter called the “Organization”) independent of the University and created for the 
purpose of obtaining patents on inventions, receiving gifts, administering or disposing of such patents and 
promoting research and the development of intellectual property at the University by every proper means. 
 
The following requirements shall be followed with respect to inventions or software: 
1.  Disclosure 
Anyone who conceives an invention or who develops copyrightable software (that is not included in 
mediated courseware) resulting from a research project sponsored by the University shall report the 
matter to the Vice President for Research and Technology Transfer, or designee, who will recommend 
whether or not to pursue patent and/or copyright protections. Disclosure must be made by submission of 
an Intellectual Property Disclosure Form. Disclosure Forms are available online at 
http://wsuventures.org/for-wsu-innovators/forms-and-agreements/. 
 
2.  Disposition/Ownership 
If the University or Organization decides that an invention does not warrant patenting, the inventor is free 
to patent it. In such case, however, the University does not relinquish its right to publish any of the data 
obtained in the research project, or use the data for teaching, research, or other educational and academic 
purposes. 
 
If the University or the Organization decides not to further the use of the copyrightable software, it shall 
assign the rights therein to the creator(s), subject to the University’s publication rights or reserved rights 
to use the software for educational purposes. 
 
3.  Revenue Sharing 

 
a)  When any revenue is obtained by or on behalf of the University from the development or 
assignment of any patent or from royalties, license fees, or other charges based on any patent or 
copyrightable software, the net revenue, if any, will be distributed as follows: 
 
        50% to the Contributor(s) (Contributor Share) 
        25% to the Center or Department or Lab in which the work was performed (WSU Share) 
        25% to WSU Ventures (WSU Share) 
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Revenue sharing shall begin only after the University recoups costs as set forth in this policy. 
 
b)  All revenue shall be paid to the University. Non-cash consideration shall be calculated based 
upon the fair market value at the time of distribution. In the event that there is net revenue to 
distribute, net revenue will be distributed not more often than quarterly and no less often than 
annually and will be subject to the Terms and Conditions of the license agreement or like 
arrangement. Distribution, if any, will be based on the State of Kansas fiscal year. There is no 
guarantee of net revenue to distribute. 
 
 

4.  Sponsored Research 
a) In case of cooperative research sponsored in part by an outside corporation or individual, a written 
contract shall be made between the University and the cooperating agency. This contract should include a 
statement of policy substantially equivalent to that outlined below: "It is agreed by the parties to this 
contract that all results of experimental work, including inventions, carried on under the direction of the 
scientific staff of the University, belong to the University and to the public and shall be used and controlled 
so as to produce the greatest benefit to the public. It is understood and agreed that if patentable inventions 
or copyrightable software grow out of the investigation and such inventions or software have commercial 
value, the cooperating agency shall receive preferential consideration as a prospective licensee, with a view 
to compensating said cooperating agency in part for the assistance rendered in the investigation. It is 
further agreed that the name of the University shall not be used by the cooperating agency in any 
advertisement, whether with regard to the cooperative agreement or any other related matter without the 
advance and written authorization of the University.” 
 
b) In case of a research project where it is proposed that all costs including overhead, salary of 
investigator, reasonable rent on the use of equipment, etc., are to be paid by an outside party, the 
University shall negotiate with the outside party the appropriate disposition of any resulting patent or 
copyrightable software rights prior to the provision of any funding by the outside party. “Appropriate 
disposition” shall include an option to negotiate a license to any resulting intellectual property. The 
University shall reserve a royalty-free right to publish all data of fundamental value to science and 
technology and to use the patent or copyrightable software rights for teaching, research or other 
educational and academic purposes. 
 
5.  Changes 
Changes in the above policies shall be made to conform to the requirements of the United States 
Government when contracting with the United States Government or a Federal Government Agency. 
 
C.  Trademark 
The University reserves the right to control and protect the trademarks and service marks of the 
University. 
 
V.  Institutional Procedures: 
The University shall establish procedures that require employment contracts and course catalogs or syllabi 
to state that the employee or student is subject to the Intellectual Property Policy of the University and to 
resolve questions concerning intellectual property and any disputes that develop under this policy. Final 
decisions on disputed matters will be made by the University President, or designee, and shall constitute 
final agency action.  The University procedures related to intellectual property and technology transfer are 
available online at http://wsuventures.org/. 
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3.2 
Online Learning Procedure Manual, Section 3 
 
Intellectual property rights in mediated courseware. 
WSU Policies and Procedures Manual Section 9.10/Intellectual Property sets forth the University’s policy 
concerning intellectual property rights for online courses or “mediated courseware” as set forth in the 
policy.  The University’s policy is identical to the Kansas Board of Regents’ policy on this subject, which 
provides, in pertinent part: 
 
Preamble:  
The purpose of the Wichita State University Intellectual Property policy is to foster the free and creative 
expression and exchange of ideas and knowledge; to preserve traditional academic practices and academic 
freedom with respect to scholarly and creative/artistic work; and to establish principles and procedures for 
distributing income from copyrightable and patentable research. This policy applies to all full-time, part-
time, and student employees.  
. . . 

4. Mediated Courseware  

(a) When employees develop mediated courseware without specific direction by the University, unless 
otherwise agreed, the ownership of the courseware shall remain with the employee. Normally, no royalty, 
rent or other consideration shall be paid to the employee when that mediated courseware is used for 
instruction at the University and such mediated courseware shall not be used or modified without the 
consent of the creator(s). 
 
The mediated courseware shall not be sold, leased, rented or otherwise used in a manner that competes 
in a substantial way with the for-credit offering of the University unless that transaction has received 
approval of the Provost and Senior Vice President. Should approval be granted to offer the course outside 
of the institution, the creator(s) shall reimburse the institution for substantial use of institutional resources 
from revenues derived from the transaction offering the course. 
 
As owner, the creator is responsible for obtaining copyright registration, if desired, and granting 
permission for use of copyrighted courseware materials, provided that such registration or permission is 
consistent with this policy. 
(b) When the University specifically directs the creation of mediated courseware by assigning one or more 
employees to develop the mediated courseware and supplies them with materials and time to develop the 
mediated courseware, the resulting mediated courseware belongs to the University and the University 
shall have the right to revise and decide who will utilize the mediated courseware in instruction. 
 
The University may specifically agree to share revenues and control rights with the employee. In the event 
that an agreement has been reached between the University and employee to share rights of the 
courseware prior to the development of such courseware, a written contract should be agreed to between 
the University and the employee(s) before the project begins. The contract should include details 
regarding revenue sharing, derivative works, licensing to external parties and control of the mediated 
courseware. The Office of Research and Technology Transfer will manage these contracts. 
 
The University is responsible for obtaining copyright registration and granting permission for use of the 
copyrighted courseware materials. The employee will cooperate with the University to secure the 
copyright, at the University’s expense, including, without limitation, disclosing such courseware to the 
University, providing copies thereof, and signing any documents necessary to perfect the University’s 
rights in the courseware materials. 
This procedure and University policy provides guidance for:  

 the faculty member’s/instructor’s role, as a University employee, in online course development 
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and re-design which falls within the faculty member’s/instructor’s scope of employment; 

 the University’s right to ensure that each online course meets and maintains University standards; 

 the University’s right to assign use of online courses to other faculty members/instructors. 
 
WSU policy related to this procedure 

 Policy 9.10/Intellectual Property 
 
Kansas Board of Regents policy related to this procedure 

 Kansas Board of Regents Policy, Chapter II, A.8.a.I.1. / Mediated Courseware 
 

Regional accreditation standard associated with this procedure 

 Higher Learning Commission Protocol for Reviewing during Comprehensive Evaluation and 
Quality Checkup Visits (v. 2, March 2013) 

o Staffing and Faculty Support 
 Practices and procedures of distance delivery faculty and staff and their 

alignment with those of face-to-face faculty and staff and with institutional 
policies and processes. 

 
See also 

 Online Learning Consortium’s Quality Scorecard for Administration of Online Programs, 2014 
o Institutional Support 

 “The institution has a policy for intellectual property of course materials; it 
specifically addresses online course materials, and is publicly visible online.” 
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Strategic Plan for Online Education at Wichita State University 

Vision: To provide quality education unbounded by time or distance. 
 
Mission: Deliver a cadre of undergraduate and graduate online programs and certificates that address 
workforce needs and also provide opportunities for undergraduate students to complete the general 
education requirements for the first two years of their education (for any program) in a timely fashion. 

The mission of the Office of Online Learning helps support the Kansas Board of Regents Goal 1: increase 
education attainment, as well as Wichita State University’s goals 3: capitalize systematically on relevant 
existing and emerging societal and economic trends that increase quality educational opportunities, 5: 
empower students to create a campus culture and experience that meets their changing needs, and 6: be 
a campus that reflects – in staff, faculty and students – the evolving diversity of society. 

Online Learning will administer online courses and programs using: 

 Higher Learning Commission’s accreditation standards found in, Guidelines for the Evaluation of 
Distance Education. 

 Online Learning Consortium’s best practices in the Quality Scorecard for the Administration of 
Online Education Programs. 

 Quality MattersTM Program to promote quality online course development and design. 
 

The plan for online learning is in four major phases lasting five years. In AY 2017-2018 the Office of Online 
Learning will create a new strategic plan. 
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The Strategic Plan for Wichita State University 
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Wichita State Online 2015 Annual Report 
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Wichita State University Organizational Chart 
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20.02 / Crisis Management Planning and Preparedness 
Purpose: Establish crisis management plan for the University.  

Preamble: In order to have a prudent and responsible plan of response to emergency or crisis situations 
involving death, serious injury, destruction of University physical plant or that threaten continued 
operation of the University, the following crisis management plan is hereby adopted and put in place.  

Policy Statement: 

Executive Policy and Decision Team 

1.  The University shall have an Executive Policy and Decision Team made up of the President, the 
Provost and Senior Vice President, the Vice President for Administration and Finance, the Vice President 
for Student Affairs and the General Counsel. The General Counsel shall serve as primary coordinator of 
Team activities with each member being responsible, during a declared crisis situation, for arranging 
communication with, and facilitating operations by, their particular division. The Executive Policy and 
Decision Team shall, to the extent reasonably possible, establish and maintain communications with the 
President during any period when the President is away from campus or Wichita.  

2.  Only the President or an officially designated member of the Executive Policy and Decision Team 
(after first conferring with the President, if possible) shall have authority to declare a University crisis 
situation.  
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3.  Crisis situations would include, but not necessarily be limited to, the following: physical destruction 
of one or more campus buildings or facilities, including data processing capabilities [weather or natural 
disaster, bomb, fire, chemical explosion]; any situation on campus where individuals are injured or killed 
[weather or natural disaster, laboratory explosion, fire, construction accident]; actual or threatened 
criminal violence on campus [workplace violence, hostage situation]; a death in a University building or 
residence hall [suicide, accident, criminal violence, weather or natural disaster]; or an accident or 
incident involving a University group or activity which results in death or serious injury [transportation 
of students or athletic team]. 

4.  The Executive Policy and Decision Team shall approve overall priorities and strategies; approve public 
information reports and instructions; and act as liaison with governmental and external organizations.  

Pre-Event Activities  

1.  The Executive Policy and Decision Team will coordinate and work with existing University groups and 
committees as appropriate and required to put the University in the best possible situation to be 
prepared and address foreseeable crisis situations. The Team will designate specific committees to assist 
with assigned tasks and assignments, including, but not limited to, a "Critical Incident Planning Group," 
a "Business Continuity Committee," a "Behavior Intervention Team," a "Communications Team" and a 
"Health Risk Assessment Committee." 

2.  The Executive Policy and Decision Team shall work to achieve compatibility with the doctrines and 
methods expressed in the National Incident Management System (NIMS), the Incident Command 
System (ICS), the National Response Plan (NRP), Homeland Security Directives, and Kansas Executive 
Order 05-03. 

3.  The Executive Policy and Decision Team shall work to establish open channels of communication 
between the University and local fire, police, emergency and counseling services, including collaboration 
with local crisis responders on anticipated actions in event of a crisis at the University or in the 
community of Wichita. 

4.  The Critical Incident Planning Group will initiate training programs and requirements for all University 
employees and make regular reports to the Executive Policy and Decision Team. 

5.  The Critical Incident Planning Group will initiate testing of all existing crisis 
notification/communication systems on a regular basis and make regular reports to the Executive Policy 
and Decision Team. 

6.  The Critical Incident Planning Group will initiate situation-specific drills and/or "table-top" exercises 
to: 

i. Evaluate lock-down capabilities. 
ii. Provide "active shooter" training for the University Police Department. 

iii. Evaluate the University's ability to plan for interference with University operations. 

7.  The Executive Policy and Decision Team will develop and maintain procedures and an "action plan" 
to carry out and implement its duties under this policy.  

8.  The Executive Policy and Decision Team will meet at least two (2) times during each twelve (12) 
month period to review its readiness to respond to any particular crisis situation and to update, as 



34 
 

required, its developed procedures and "action plan."  

9.  Members of the Executive Policy and Decision Team will keep current telephone numbers on file with 
the President's Office, the University Police Department and the University Communications Office. 

10.  The Behavior Intervention Team shall establish and implement campus threat assessment 
procedures and resources. 

Responding to a Crisis Situation  

1.  Upon the declaration of a University crisis situation, members of the Executive Policy and Decision 
Team shall meet immediately, said meeting to be on campus if possible, in one of the several previously 
identified locations (said location to be dependent upon the particular nature of the declared crisis). The 
members of the Team shall be guided by the following principles: 

i. Preserve and protect life above all. 
ii. Provide open communication with the University community and the community-at-large, 

including utilization of a calling tree/chain of contact. 
iii. Identify an on-site incident commander as quickly as possible. 
iv. Seek liaison with the University Police Department and other specific departments as 

appropriate and required under the circumstances of the particular situation. 
2.  The Executive Policy and Decision Team should be prepared to report to the President within four (4) 
hours of its first meeting to review actions and/or steps being implemented in any particular crisis 
situation. The Team is authorized to move forward and/or make decisions without specific approval of 
the President. 

3.  The Executive Policy and Decision Team shall, as soon as reasonably feasible, initiate communications 
with and to all appropriate constituencies utilizing some or all of the following technologies: text 
messaging, email blasts, digital communications, webpage(s), existing weather sirens, telefacsimile 
transmissions, telephone, walkie-talkie, etc. The Team should, at all times, strive to authorize and/or 
provide: 

i. Timely and accurate updates. 
ii. An identified and accessible liaison to the media. 

iii. A centralized location for updates and press conferences. It is recognized that those interested 
in the University will want to hear from the President, as and if reasonably possible. 

4.  The Executive Policy and Decision Team shall initiate counseling/support to the University 
community, including crisis victims and the families of any victims. Such counseling should be made 
available on campus, if appropriate, with trained and licensed providers. The Team shall also seek to 
make University staff available while counseling support is pending. 
 
5.  The Executive Policy and Decision Team will remain active and operational until the crisis situation is 
declared to be ended by the President of the University, or the President's designee. 
 
 
Post-Crisis Activities 
 
1.  The Executive Policy and Decision Team shall conduct debriefing activities to evaluate the handling of 
any crisis and the effectiveness of the response thereto. 
 
2.  The Executive Policy and Decision Team shall update, revise and amend this policy statement and 
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accompanying procedures to respond to needs identified by the University's response to and handling of 
any particular crisis. 
 
3.  The Executive Policy and Decision Team shall develop a plan to provide a family resource and victim 
support center in the aftermath of a crisis situation.  

Implementation:  
This policy shall be included in the WSU Policies and Procedures Manual and shall be shared with all 
appropriate constituencies of the University. The General Counsel shall have primary responsibility for 
publication and distribution of this University policy.  

Effective Date: December 1, 1999 

Revision Dates: July 1, 2006, January 14, 2008,  February 29, 2008, February 6, 2009 
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15.1 
 

Wichita State Online  
Faculty Development and Quality Review Process and Standards  
 
Wichita State University understands the importance of providing quality courses by reviewing online 
courses regularly and providing faculty opportunities to participate in online teaching development 
programs.  
 
As our online programs grow, we see the increased need for creating unified quality standards for online 
courses and a process to review them, as well as a method for involving faculty in that process. As we 
have been working on improving our online infrastructure, we noted the following: 
 

• Each year the number of courses offered online increases by about 10% 
• Prior to the establishment of the Office of Online Learning, none of the online courses had any 

sort of mandated institution quality assurance or oversight  
• As problems have arisen from poor course design in some courses, it has become clear that 

quality controls are necessary to ensure minimum quality standards are met in all online 
courses 

• Faculty development for online teaching, though regular, has not been well attended, except 
for faculty-lead training events.  

 
Improving Quality in Online Courses through Regular Systematic Course Review and Faculty 
Development 
 
To correct any existing shortcomings we have with online course quality in an increasing number of 
courses as well as faculty preparedness to teach online, Online Learning in conjunction with the Media 
Resources Center has adopted the following process: 
 

1. The Online Learning Faculty Fellows (OLFF) along with the MRC staff will review all online 
courses based on Quality Matters standards according the levels indicated below; with each 
course being required to adhere to a baseline standard 

2. The OLFF will act as mentors to other faculty, and work with MRC staff to lead and create in-
person and on-demand faculty development workshops for online teaching 

Quality Matters 
 
Quality Matters is a nationally recognized, faculty-centered, peer review process designed to certify the 
quality of online course design and online components. The Quality Matters Rubric is used in course 
reviews that result in continuous improvement and faculty development.  Quality Matters is based on a 
continuous improvement model. 
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Quality Matters has some limitations; the official peer review process requires trained peer reviewers, 
can take as much as two months to complete, and there are fees associated with the official review.  
Also, while some of the standards are considered best practice in online instruction, there is not yet 
substantial research to support those standards. This can create opportunities for resistance that need 
to be addressed while we work towards adding to that research. 
 
Online Faculty Fellows and Professional Development 
 
In early 2014, Academic Affairs, working through the Office of Online Learning and the Media Resources 
Center, has worked to develop a faculty-driven program that will promote quality online course design 
at WSU. One of the key components of that program is developing competency in Quality Matters. 
 
Development of the Online Faculty Fellows (OLFF) 

 Cadre of instructional staff with online experience 

 Provided with Quality Matters Training to become Quality Matters Peer Reviewers 

 OLFF Alumni can do Wichita State Online Peer Reviews of four courses /semester 

 2014-15 Cadre = 24 Members 

 2015-16 Cadre = 15 Members 
 
The Role of a Faculty Fellow 
 

1. Influencer.  We engage with Faculty Fellows as thought leaders/influencers on campus. We 
make sure that the Fellows know about services and resources that are available through the 
Media Resources Center, about good ideas for instruction, and so on — so that those ideas can 
be brought back to their colleges and departments.  At the very least, we expect that fellows 
will make the effort of using department meetings as opportunities to share ideas and 
resources they have learned about through the Faculty Fellows.  

2. Developer.  We use the faculty fellows to develop new Capabilities among our faculty. 
Currently, our goal is to build the capacity among our Fellows to conduct formal and informal 
Quality Matters reviews of our content goal, but future fellows groups will take on different 
capacity development.  

3. Expert. Our Faculty Fellows bring expertise to the table, and as part of their year as a Faculty 
Fellow, they share that expertise in one of a variety of ways with other faculty.     

 
Accountability 
 
At the end of the term, each OLFF Member will submit a portfolio that demonstrates their completion of 
several key OLFF deliverables.  Completion of the portfolio will be a requirement for earning the last half 
of the OLFF Stipend.   
 

 QM training 1 complete (certificate)  

 QM training 2 complete (certificate)  

 Training/Blog/Podcast/Webinar delivery  

 OLFF Applicant review (for coming year)  

 Meeting Attendance (50% or better)  
Regular Monthly Meeting Agenda Topics: 
 
Each monthly meeting will include:  
 

1. Tech 10 – a few minutes to hear about new tools or training available through Instructional 
Design and Technology 
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2. According to the Research – presentation of some research or study related to online 
instruction 

3. Conversation -- Applying a Standard  
4. Open Discussion – Topics as they arise 
5. OLFF Business -- Selecting new members, etc) 

 
The Alumni 
 
OLFF Alumni are not quite as active on a monthly basis, but we continue to engage with them through 
meetings each semester and through a variety of activities.    
 

1. QM Peer reviewers (paid, full-spectrum QM review) 
2. QM Qualified Reviewers (unpaid, brief review) 
3. Engage in online community with other OLFF members and alumni 
4. Continue to be an Influencer, Developer, and Expert.   

 
How Will WSU Use the Quality Matters Review Standards With Faculty and Staff Reviewers  
 
WSU will develop a program of quality review for online courses that is based on the Quality Matters 
rubric. The program’s end goal will be developing a list of courses that has been reviewed and 
determined to be ready for the full Quality Matters Peer Review process.   
 
One of the goals of this program is to provide a path to quality design that is accessible to all faculty, and 
that walks them towards Quality Matters standards. Budget concerns limit the number of courses which 
can be submitted for a full quality matters review, but our internal program can be open to and reward 
all faculty.  
 
Also, there has been some concern about the lack of research that supports some of the standards. 
While we work to develop and publish our own research in these areas, we need to create a program 
that steps instructional staff through at least those standards that we can clearly support.  
 
For that reason, we have developed a three-tied plan for the “Wichita State Online Review Process.”   
 
Who Performs Reviews 
 
Wichita State Online Reviews are conducted in two stages.   
 

1. The Peer Review and Silver stage: the review is conducted by the alumni of the Online Faculty 
Fellows, or other faculty who have completed the Quality Matters Peer Review course.  
Reviews will be anonymous, and conducted by a reviewer outside the department of the course 
being reviewed. 

2. The Gold review stage: which is performed by the Instructional Design and Technology team. 
 
WSU Baseline Standards for Online Instruction 
 
Any course offered completely online depends upon the Blackboard environment to provide the student 
experience – there is no face-to-face component to provide the student with context.  
 
Because of that greater weight, it is important to make sure any course offered online meets some basic 
requirements.  
 

1. The course syllabus – approved by the department as usual – is provided in the course from the 
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first day of class (if not before) 
2. There is a schedule of activities (at least a general schedule) 
3. Content for at least the first week of class is posted before the first day of class.  

 
It is the responsibility of the department to ensure that online courses offered by the department meet 
these standards.  
 
Wichita State Review Levels 
 
The Wichita State Online Review Standards represent an effort to take steps beyond the baseline 
requirements to promote and ensure quality instruction and a continual improvement model.  
 

• Wichita State Online Peer Reviewed  
– The course has been peer reviewed 
– The instructor receives feedback, but the class has not yet passed the Silver standard. 

• Wichita State Online Silver  
– The course has been awarded “Wichita State Online Silver” by the peer reviewer 
– Silver standards are a subset of the Quality Matters standards (see below) 

• Wichita State Online Gold  
– After the peer review phase, the course has been reviewed by the IDT team. This 

certification indicates that Wichita State Online believes this course is ready for and 
would pass a Quality Matters Review.   

– Courses that have passed Wichita State Online Gold will be added to a pool of courses 
from which the Office of Online Learning selects courses for full Quality Matters Peer 
Review. 

 
Wichita State Online Review Lifecycle 
 

1. Instructor requests Wichita State Online Peer review 
a. Should be after teaching the course at least once 

2. Peer Reviewer Reviews course 
a. If the course meets the Wichita State Online Silver standards, the course is awarded 

the Wichita State Online Silver badge, and the reviewer provides feedback on the 
course design 

b. If the course does not meet the Wichita State Online Silver standards, the course is 
awarded the Wichita State Online Peer Reviewed badge, and the reviewer provides 
feedback. The course can be resubmitted for review the following semester.  

3. The instructor of a Wichita State Online Silver course may submit the course for Wichita State 
Online Gold review 

4. IDT Team reviews course 
a. If the course meets the Wichita State Online Gold standards, the course is awarded the 

Wichita State Online Gold badge, and the reviewer provides feedback on the course 
design.  

b. If the course does not meet the Wichita State Online Gold standards, the reviewer 
provides feedback. The course can be resubmitted for review the following semester. 

5. The instructor of a Wichita State Online Gold course may submit the course for Quality Matters 
Peer Review.   

a. The Office of Online Learning selects courses for Quality Matters Peer Review from the 
available pool of submitted Wichita State Online Gold courses.  
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Online Course Coverage Timeline 
 
It will take some time before we can expect that all courses taught online will have been reviewed at 
least once as a part of this program.   
 
We intend to ask that all Online Faculty Fellow alumni review four courses per semester.  With 24 
alumni from the first year of the program, and 15 from the second, we expect to be able to have all 
courses covered by the end of the Spring 2017 semester.   
 

 
 
 
Wichita State Online Certification Expiration 
 
Wichita State Online Peer Reviewed, Silver, and Gold levels of certification expire five years after there 
are issued. Courses should be resubmitted for review after five years. They should also be resubmitted 
after major redesigns, major textbook changes, or other dramatic events that change the design of the 
content of the course.  
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Wichita State Online Baseline Standards  
 
Any course offered completely online depends upon the Blackboard environment to provide the student 
experience – there is no face-to-face component to provide the student with context.  
 
Because of that greater weight, it is important to make sure any course offered online meets some basic 
requirements.  
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 The course syllabus – approved by the department as usual – is provided in the course from the 
first day of class (if not before) 

 There is a schedule of activities (at least a general schedule) 

 Content for at least the first week of class is posted before the first day of class.  
 
These standards are a baseline expectation for all classes offered online by WSU; it is the responsibility 
of each department to ensure that courses they offer meet these standards.  
 
Wichita State Online Silver Standards   
 
The Standards are broken down in to five key review topics 
 

• Syllabus 
• Organization 
• Buttons or Links 
• Content/Assessment 
• Design Recommendations (Optional) 

 
Standards are listed with the Quality Matters standard number on which they are based in parenthesis. 
 
 
Syllabus 
 

 Course and/or institutional policies with which the learner is expected to comply are clearly 
stated, or a link to current policies is provided. (1.4) 

 Minimum technology requirements are clearly and accurately stated and instructions for use 
provided. (1.5) 

 Prerequisite knowledge in the discipline and/or any required competencies are clearly stated. 
(1.6) 

 Minimum technical skills expected of the learner are clearly stated. (1.7) 

 All learning objectives or competencies are stated clearly and written from the learner’s 
perspective. (2.3) 

 The course grading policy is stated clearly. (3.2) 

 The instructor’s plan for classroom response time and feedback on assignments is clearly 
stated. (5.3)  

 The requirements for learner interaction are clearly stated. (5.4) 
 
Organization 
 

 Instructions make clear how to get started and where to find various course components. (1.1) 

 Learners are introduced to the purpose and structure of the course. (1.2) 

 Etiquette expectations for online discussions, email, and other forms of communication are 
clearly stated. (1.3) 

 The self-introduction by the instructor is appropriate and is available online. (1.8) 

 Learners are asked to introduce themselves to the class. (1.9) 

 Course navigation facilitates ease of use. (8.1) 
 
Buttons or Links 
 

 The course instructions articulate or link to a clear description of the technical support offered 
and how to obtain it. (7.1) 

 Course instructions articulate or link to the institution’s accessibility policies and services. (7.2) 
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 Course instructions articulate or link to an explanation of how the institution’s academic 
support services and resources can help learners succeed in the course and how learners can 
obtain them. (7.3) 

 Course instructions articulate or link to an explanation of how the institution’s student services 
and resources can help learners succeed and how learners can obtain them. (7.4) 

 
Content/Assessment 
 

 The course learning objectives, or course/program competencies, describe outcomes that are 
measurable. (2.1) 

 Both the purpose of instructional materials and how the materials are to be used for learning 
activities are clearly explained. (4.2) 

 All instructional materials used in the course are appropriately cited. (4.3) 

 Course tools promote learner engagement and active learning. (6.2) 

 Information is provided about the accessibility of all technologies required in the course. (8.2) 

 The course provides alternative means of access to course materials in formats that meet the 
needs of diverse learners. (8.3) 

 
Design Recommendations (Optional)  
 
These points are extensions and recommendations based on the Quality Matters standards. They may 
be part of the reviewer’s comments, but are not required for Wichita State Online Silver. 
 

 Course appears to be as fully ADA compliant as it can be at the time of the review. (extension of 
Quality Matters standard 8.3) 

 All images/artwork/materials appear to be used legally. (extension of Quality Matters standard 
4.3) 

 Course has a WSU look and feel. 

 Course fits into its academic program clearly. (extension of Quality Matters standard 2.1 and 
also a visual design issue) 

 “Extra” tools have been turned off. (extension of Quality Matters standard 8.1) 

 “Extra” buttons have been removed. (extension of Quality Matters standard 8.1) 

 Files are offered in .pdf or .htm format where appropriate. (extension of Quality Matters 
standard 8.1) 

 Library resources are linked in using the library link generator. (extension of Quality Matters 
standard 4.3 and also critical for budgetary reasons) 

 All assignment tool links contain the same instructions as are provided in the primary tool area 
(eg: course links to discussion boards contain the instructions provided in the discussion board 
itself). (extension of Quality Matters standard 8.1)  

 The grade book is set up with no columns for “old” or deleted assignments. (extension of 
Quality Matters standard 8.1 and also a usability issue for professors) 

 Course test files (test, survey, pool) are used, and course does not contain duplicate or old test 
files.  

 Assignments contain grading rubrics. (extension of Quality Matters standard 3.2 and 3.3) 

 Choice of landing page for the course makes sense and is put to use. (extension of Quality 
Matters standard 8.1) 

 Course looks fine on both large and small screens and has been checked on a mobile device. 
(extension of Quality Matters standard 8.1) 
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Section Stds Pts Req 

Syllabus 8 14 9 

Organization 6 13 9 

Buttons/Links 4 9 6 

Content/Assessment 6 16 12 

Total: 24 52 36 

 
To pass Peer Review Silver, the course must earn 44 of 55 points and must include all required 
standards. 
 
Wichita State Online Gold Standards  
 
The Wichita State Online Gold Standard review is a review a course the evaluates whether the course 
can be expected to pass an Official Quality Matters Review.  
 
The review is conducted by a Quality Matters Peer Review certified member of the Instructional Design 
and Technology team, and uses the Quality Matters standards as the basis for this review.  
 

17 
17.1 

Online Procedure Manual, Section 2 
Requirements related to faculty/instructors participating in professional development that prepares 
them for various roles in the online learning process. 
 
The University seeks to ensure that faculty/instructors involved in online learning are adequately 
prepared and supported. Professional development activities will be organized around specific 
competencies associated with the following faculty/instructor roles: 
 

 Faculty/Instructor Course Developer: the faculty member/instructor works with a team of 
professionals to design and develop online courses, and/or to periodically redesign/update 
online courses. In this role, the faculty member/instructor designs and develops learning 
activities, assignments, assessments and engagement and communication strategies aligned 
with WSU online course standards and guidelines. 

 Faculty/Instructor Course Teacher: the faculty member/instructor is provided a “ready to 
teach” online course and successfully delivers/teaches the course. In this role, a faculty 
member/instructor must be able to update the course syllabus, add instructor-specific 
information, assess and report learning and student progress, and actively engage and 
communicate with students in accordance with WSU online course standards and guidelines. 

 
Professional development related to designing and delivering online courses may be modularized and 
competency-based, and may be delivered via online, blended and face-to-face modalities. Faculty 
members/instructors may demonstrate attainment of learning outcomes through pre-assessment, and 
by-pass those modules, workshops and courses of instruction. Upon satisfactory completion of 
professional development activities, the faculty member/instructor may participate as a course 
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developer or course teacher. 
 
Information on professional development activities available to faculty/instructors is available on the 
Media Resources Center Instructional Design and Technology website: http://www.wichita.edu/idt   
 
WSU policy related to this procedure 

 Policy 5.07/Professional Development 
 
Regional accreditation standard associated with this procedure 

 Higher Learning Commission Protocol for Reviewing during Comprehensive Evaluation and 
Quality Checkup Visits (v. 2, March 2013) 

o Staffing and Faculty Support 
 Processes for selecting, training, and orienting faculty for distance delivery. 

 Higher Learning Commission Guidelines for Evaluating Distance Education (C-RAC), 2009. 
o Faculty responsible for delivering the on-line learning curricula and evaluating the 

students’ success in achieving the on-line learning goals are appropriately qualified and 
effectively supported. 

 On-line learning faculties are carefully selected, appropriately trained, 
frequently evaluated, and are marked by an acceptable level of turnover. 

 The institution's training program for on-line learning faculty is periodic, 
incorporates tested good practices in on-line learning pedagogy, and ensures 
competency with the range of software products used by the institution. 

 Faculty are proficient and effectively supported in using the course 
management system. 

 The office or persons responsible for on-line learning training programs are 
clearly identified and have the competencies to accomplish the tasks, 
including knowledge of the specialized resources and technical support 
available to support course development and delivery. 

See also 

 Online Learning Consortium’s Quality Scorecard for Administration of Online Programs, 2014 
o Faculty Support 

 “The institution ensures faculty receive training, assistance, and support to 
prepare for course development and teaching online.” 

 “Faculty are provided on-going professional development related to online 
teaching and learning.” 

17 
18 17.2 

Online Procedure Manual Section 4 
Faculty members’/Instructor’s roles and responsibilities in the online course development process. 
 
A number of persons in the University community may recommend that a new online course be 
developed, including faculty/instructors, department chairs, deans and the Office of Online Learning. A 
decision to develop a new online course is based on the University’s course selection criteria. See 
Procedure 5 related to course and faculty/instructor selection.  
 
Once course development has been approved per Procedure 5 (course and faculty/instructor selection), 
a faculty member/instructor qualified to teach the course will function as a member of a course 
development team, which will collaboratively design and develop the online course. Faculty/instructors 
participating in course development will do so voluntarily, and will be eligible for this role after 
demonstrating University-defined professional development competencies associated with course 
development. See Procedure 5 for details. 
 
Faculty members/instructors are recognized as the primary source of subject matter expertise and 
course learning outcomes. Faculty/instructors will work alongside instructional designers and team 
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members with specialized knowledge of learning assessment and technology assigned to the course 
development project. The instructional designer will manage the project and ensure that resources are 
provided to all team members to support the development of a quality online course. 
Faculty/instructors duties will include: 
 

 developing a course “map” of all learning activities, content and learning assessment; 

 providing all necessary learning content at designated benchmarks and in accordance with 
the development timeline and the University’s course development standards; 

 development of an expanded syllabus to guide learners successfully through the course in 
accordance with the University’s course development standards; 

 aligning all course learning activities with assessments in which students demonstrate all 
learning outcomes associated with the course in accordance with the University’s course 
development standards; 

 ensuring the course meets University course development and assessment procedures 
related to ADA requirements; 

 final editing and initial testing of the course; 

 making minor adjustments to the course during the first term it is delivered. 
 
WSU policy related to this procedure 

 Policy 5.08/Statements on the Professional Rights and Responsibilities of Faculty 
 
Regional Accreditation Standard associated with this procedure 

 HLC/Council of Regional Accrediting Commissions (C-RAC) Guidelines for the Evaluation of 
Distance Education (On-line Learning) 

o On-line learning is incorporated into the institution’s systems of governance and 
academic oversight. 

 The institution’s faculty have a designated role in the design and 
implementation of its on-line learning offerings. 

o Curricula for the institution's on-line learning offerings are coherent, cohesive, and 
comparable in academic rigor to programs offered in traditional instructional formats. 

o Faculty responsible for delivering the on-line learning curricula and evaluating the 
students’ success in achieving the on-line learning goals are appropriately qualified and 
effectively supported. 

 
HLC Protocol for Reviewing Distance Delivery during Comprehensive Evaluation and Quality Checkup 
Visits (v. 2, March 2013) 

 Curriculum & Instructional Design 
o Processes for developing, approving, and assuring quality curricula for distance-

delivered programs. 

 Staffing & Faculty Support 
o Processes for selecting, training, and orienting faculty for distance delivery.  

 

17 
17.3 

Online Procedure Manual, Section 6 
University practices related to the selection of courses to be developed, and the faculty who are 
selected to develop them, including compensation or other incentives. 
 
The design and development of online courses is a resource-intensive process. For this reason, the 
University seeks to use its resources strategically by carefully selecting courses for development. By 
specifically identifying online courses for development, the University will allocate its resources to 
develop courses that may be taught not only by the faculty/instructor who developed the course, but 
also by other qualified faculty/instructors over time (i.e. “master courses”).  
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A. Selection of courses for online development. Proposals to design and develop online courses may be 
submitted to the Office of Online Learning by individual faculty/instructors, department chairs and 
deans. All such proposals will be reviewed for consideration using selection criteria, among which are 
the following:  
 

1. The course is required to satisfy distribution requirements in degree programs previously 
selected for online development. 

2. The course has not previously been developed and delivered at WSU. 
3. The proposal has been endorsed by department chairs and appropriate deans. 
4. A team of faculty course developers is associated with the course. 
5. The course has a documented history of enrollment (this is especially important for courses 

that are electives). 
6. For online courses previously developed and taught, the proposal must include a sound 

rationale for its re-development. 
7. The proposal includes a description of how each learning outcome can be addressed and 

assessed. 
 
B.  Approval of online courses prior to teaching/delivery. A course selected for online development must 
be reviewed and approved as ready for delivery prior to its being offered.  See Procedure 7 related to 
approval of online courses. 
 
C. The selection of faculty/instructors who will participate in the development of an online course is not 
necessarily part of the course selection process. Faculty/instructors may nominate themselves, be 
nominated by their department chair and may be nominated as part of the course development 
proposal. Because developing online courses is time-intensive it should not interfere with the tenure 
and promotion process. Therefore, faculty/instructors who demonstrate the following criteria would be 
given preference for developing a course: 
 

1. Successful completion of professional development needed to certify readiness for course 
development. 

2. Successful completion of additional professional development related to online course 
development. 

3. Documented evidence of successful teaching and student learning in campus-based courses. 
4. Documented evidence of her/his ability to assess specific learning outcomes. 
5. Documented evidence of active participation in scholarly development. 
6. Documented evidence of active participation in service to the university. 

 
The Director of Online Learning, in consultation with appropriate discipline department chairpersons 
and deans, will make the final determination of faculty/instructors selected to participate in online 
course development.  
 
D. Compensation or other incentives 
Pursuant to consultation with the dean and department chairpersons, the office of Online Learning may 
provide monetary compensation for the design and delivery of online courses, or the college or 
department may offer other incentives appropriate to the faculty member’s/instructor’s 
responsibilities.  

 
WSU policy related to this procedure 

 Policy 5.08/Statements on the Professional Rights and Responsibilities of Faculty 
Regional Accreditation Standard associated with this procedure 

 HLC/Council of Regional Accrediting Commissions (C-RAC) Guidelines for the Evaluation of 
Distance Education (On-line Learning) 
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 HLC Protocol for Reviewing Distance Delivery during Comprehensive Evaluation and Quality 
Checkup Visits (v. 2, March 2013) 

17 
20 17.4 

Online Procedure Manual, Section 7 
University practices related to the creation of courses that have not been selected and approved for 
sanctioned development.  
 
The design and development of online courses is a resource-intensive process, requiring a substantial 
investment of faculty member/instructor time and supporting university resources. For this reason, the 
University seeks to use its faculty/instructors, instructional design, and technology resources 
strategically by carefully selecting courses for development. By specifically identifying online courses for 
development, the University can better allocate its resources to develop courses that are of uniformly 
high quality and which fulfill targeted degree completion.  
 
In situations in which a faculty member/instructor proposes development of an online course that is 
endorsed by her/his department chair and dean, but is not selected for development by the Office of 
Online Learning (see Procedure 5 above), course development may proceed under the following 
circumstances: 
 

1. The faculty member/instructor agrees to have lower priority access to the university course 
development resources, including instructional design assistance. 

2. Procedure 7 related to requirements pertaining to course approval, and the selection of 
faculty/instructors to teach the course must be met, with the following additional conditions: 

a. The course to be developed may not be scheduled for delivery until the course has 
received final approval. 

b. The online course may not be scheduled without the approval of the Office of Online 
Learning. Such approval takes into account current student demand for access to the 
course in an online format.  

c. The faculty/instructor course developer will be the only faculty member/instructor 
who can teach/deliver her/his version of the online course. 

d. The Office of Online Learning may not approve scheduling of online course versions in 
which there is a documented history of poor student success and completion rates, as 
well as documentation of other measures related to course quality. 

 
WSU policy related to this procedure 

 Policy 5.08/Statements on the Professional Rights and Responsibilities of Faculty 
 
Regional Accreditation Standard associated with this procedure 

 HLC Protocol for Reviewing Distance Delivery during Comprehensive Evaluation and Quality 
Checkup Visits (v. 2, March 2013) 

o Curriculum & Instructional Design 
 Processes for developing, approving, and assuring quality curricula for 

distance-delivered programs. 
 

17 
19 17.5 

Online Procedure Manual, Section 8 
The process by which online courses are reviewed and approved as “ready to teach” and the process by 
which courses are periodically reviewed, redesigned as necessary and re-certified. 
 
A course selected and/or approved for online development must be reviewed and approved as ready for 
its initial delivery. During the development/redesign process, the project’s faculty/instructor course 
developer and lead instructional designer will set benchmarks for ongoing review of the course’s 
readiness to meet University course development standards. For final approval, a team composed of a 
University instructional designer and a faculty member/instructors from the discipline will review the 
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course. Issues directly related to course design standards will be referred back to the faculty/instructor 
course developer to be addressed. Once the review team finds that all issue standards have been met, 
the course will be approved for initial delivery. 
All WSU online courses must be periodically reviewed, redesigned as necessary, and re-approved for 
delivery. At a minimum, this review will occur every three years to ensure that links and material are 
current and updates, if needed, are undertaken. A course may be scheduled for a review and redesign 
more frequently when a course change occurs or when a curriculum or program change occurs through 
the University’s curriculum change process. A team composed of a University instructional designer and 
a faculty member/instructor from the discipline will review the updated and/or redesigned course to 
certify that the course meets all University standards. A course undergoing periodic review and redesign 
may be re-scheduled for delivery if it has not been re-reviewed. 
 
Courses and course versions developed prior to the establishment of University-wide standards will be 
identified for review and redesign within three years of the date of last delivery. And then will be 
revised by the same schedule as other online courses. 
 
Regional Accreditation Standard associated with this procedure 

 HLC/Council of Regional Accrediting Commissions (C-RAC) Guidelines for the Evaluation of 
Distance Education (On-line Learning) 

o On-line learning is incorporated into the institution’s systems of governance and 
academic oversight. 

 The institution ensures the rigor of the offerings and the quality of the 
instruction. 

 Approval of on-line learning courses and programs follows standard processes 
used in the college or university. 

 On-line learning courses and programs are evaluated on a periodic basis. 
o Curricula for the institution's on-line learning offerings are coherent, cohesive, and 

comparable in academic rigor to programs offered in traditional instructional formats. 
 Course design and delivery supports student-student and faculty-student 

interaction. 
 Curriculum design and the course management system enable active faculty 

contribution to the learning environment. 
 Course and program structures provide schedule and support known to be 

effective in helping online learning students persist and succeed. 
o The institution evaluates the effectiveness of its on-line learning offerings, including 

the extent to which the on-line learning goals are achieved, and uses the results of its 
evaluations to enhance the attainment of the goals. 

 Student course evaluations are routinely taken and an analysis of them 
contributes to strategies for course improvements. 

 Evaluation strategies ensure effective communication between faculty 
members who design curriculum, faculty members who interact with 
students, and faculty members who evaluate student learning. 

 Higher Learning Commission Protocol for Reviewing during Comprehensive Evaluation and 
Quality Checkup Visits (v. 2, March 2013) 

o Curriculum & Instructional Design 
 Processes for developing, approving, and assuring quality curricula for 

distance-delivered programs. 
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17 
19 
20 

17.6 
Online Procedure Manual, Section 10 
Matters related to continuous program improvement including: a) evaluating the effectiveness of online 
courses and b) evaluating the effectiveness of the delivery of online courses. 
 
Institutions approved by the Higher Learning Commission to deliver online degree programs must evaluate 
the effectiveness of their online programs to ensure program goals are achieved, must demonstrate how 
evaluation data is used to inform program improvement.  
 
In the case that the department chair and faculty/instructors have determined that the roles of online 
course development and delivery should be given to separate faculty/instructors, the following procedure 
accounts for the separation. However, a single faculty member/instructor can fulfill both roles. The 
description below does not indicate that all courses must have separate faculty/instructors working on 
development and delivery. 
 
Development: The University uses online course standards to guide the initial development, and the 
periodic redesign of online courses. The use of standards in course design is one means by which the 
institution can ensure the integrity; quality and consistency of its online offerings (see Procedure 7 related 
to course review).  
 
Delivery: Once a course is approved, and then delivered, the Office of Online Learning periodically assesses 
online courses, academic and student support services, and the online program using a variety of 
measures, to include: 
 

 student participation, as reported by LMS analytics and SIS data 

 student success 
o analysis of grades earned  
o course attrition rates 
o student retention 
o program completion/graduation rates 
o attainment of course and program learning outcomes 

 student opinion of instruction 

 student opinion of academic and student support services 
o Orientation 
o Financial Aid 
o Library 
o Tutoring 
o Advising 
o Counseling 
o Services for students with disabilities 
o LMS help desk and technology support services 

 student complaints and grievances 

 faculty/instructor survey on the adequacy of the Office of Online Learning’s faculty support 
services. 

 
The Office of Online Learning, in collaboration with appropriate faculty/instructors, department chairs and 
deans and the Office of Planning Analysis, will periodically collect, aggregate, report and analyze evaluative 
data for improvement purposes.  
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The University’s continuous improvement model: 
 
WSU Instructional Design and Continuous Improvement Process 
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Regional Accreditation Standard associated with this procedure 

 HLC/Council of Regional Accrediting Commissions (C-RAC) Guidelines for the Evaluation of 
Distance Education (On-line Learning) 

o On-line learning is incorporated into the institution’s systems of governance and 
academic oversight. 

 The institution ensures the rigor of the offerings and the quality of the 
instruction. 

 On-line learning courses and programs are evaluated on a periodic basis. 
o The institution evaluates the effectiveness of its on-line learning offerings, including the 

extent to which the on-line learning goals are achieved, and uses the results of its 
evaluations to enhance the attainment of the goals. 

 Student course evaluations are routinely taken and an analysis of them 
contributes to strategies for course improvements. 

 Evaluation strategies ensure effective communication between faculty 
members who design curriculum, faculty members who interact with students, 
and faculty members who evaluate student learning. 

 Higher Learning Commission Criteria for Accreditation (CRRT.B.10.010) (June 2014) 
o Criteria Four. Teaching and Learning: Evaluation and Improvement 
o Criteria Five. Resources, Planning, and Institutional Effectiveness 

 Higher Learning Commission Protocol for Reviewing during Comprehensive Evaluation and 
Quality Checkup Visits (v. 2, March 2013) 

o Curriculum & Instructional Design 
 Processes for developing, approving, and assuring quality curricula for distance-

delivered programs. 
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18.1 
Online Procedure Manual Section 5 
Faculty members’/instructor’s roles in the teaching/delivery of online courses.  
 
This Includes: 

 Faculty members’/instructor’s role in scrutinizing the integrity of student work; 

 Strategies used to support student engagement/interaction; 

 Response times for responding to student questions/posting and for returning graded work.  
 
All WSU online courses are taught by a faculty member/instructor approved and assigned by the 
academic department chair in consultation with the Director of Online Learning. Faculty teaching online 
courses have the same academic qualifications as faculty/instructors who teach on-campus courses. 
Prior to teaching online, faculty members/instructors must successfully complete structured 
professional development activities in which the faculty/instructor demonstrates readiness to teach 
online. See Procedure 1 related to professional development.  
 
Faculty members/instructors teaching an online course are expected to utilize consultation, 
implementation, and evaluation support from the Office of Online Learning. This office maintains 
partnerships with other University academic and student support units (i.e. University Library, the Office 
of Institutional Research, Student Affairs, the Media Resources Center and its instructional design and 
technology support staff, etc.). The University will offer continuing professional development to support 
the continuous improvement of online faculty/instructors, including proficiencies in the methodology 
and the technologies used in online learning. 
 
A. Teaching the Course – Recommended General Practices 
Effective online courses foster student-student, student-instructor, and student-content interaction 
(Garrison, Anderson, Archer, 2000). The response times described below are based on best practices in 
online education, and are suggestions - not requirements. According to Wuensch et al., “Instructor 
interaction had the largest influence on student satisfaction with the distance course. Student-instructor 
interactions enhance student retention, self-motivation, and pass rates…. Satisfaction with technology 
and with quick instructor responses regarding course work was positively related to student 
performance.” (Wuensch et al., 2008, p. 525-6) Responding in a reasonable time to student work will 
help with student-instructor interaction in online classes. 
 
Office hours. All faculty/instructors are required to have posted office hours per WSU policy 2.05 / 
Student Access to Faculty – Office Hours. For online courses this can be done via telephone, email, 
instant messaging, or videoconference.  
 
Update the syllabus.  The syllabus should give clear indications to students about course policies and 
faculty/instructor expectations. The course syllabus must be updated at least 2 weeks prior to date the 
course is available to students and in a way consistent with University online course standards.  
 
The following Information that must be updated for quality assurance purposes includes:  
 

 The week-by-week course schedule template; 

 Measurable course goals/objectives and outcomes; 

 Grading information and criteria;  

 Descriptions of projects that students must complete; 

 A statement of how the faculty member/instructor will enforce the University’s academic 
honesty policy (see “academic integrity” below); 

 A statement regarding the faculty member’s/instructor’s policies regarding acceptable and 
unacceptable student behavior in the course, including net-etiquette. 
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Initial Communication. Prior to the start of class, send an email via WSU’s student email system to all of 
your students giving them instructions on how to access the course.  
 
Content Delivery. Online faculty/instructors will provide feedback often and engage students with 
course interaction and group projects. Faculty/instructors should respond to student communication 
promptly, but within reason, such as within 24-48 hours from receipt. 
 
Learning Assessment. WSU online courses have been designed, developed and approved for delivery, 
based in part on the quality of learning assessments in the course. Because assessments are tied to 
learning objectives for the course and individual units or modules within the course, learning 
assessments are not to be modified or removed from the course without permission of the 
faculty/instructor course developer and instructional design team.  
 
Faculty/instructors are expected to periodically assess student attainment of course learning outcomes. 
Assignment and assessment strategies include: team projects; research/position papers; quizzes; exams. 
Feedback on quizzes and short assignment should be provided in a short time frame, such as within 
three to five days; faculty/instructors review of major papers and exams in which there is extensive 
writing must be provided within a reasonable time frame such as one to two weeks. This procedure 
does not preclude faculty/instructors teaching the course to add additional assessments, within reason, 
as needed to ensure a higher level of learning in the online course. 
 
Monitoring Discussion Boards. Faculty/instructors will monitor course discussion boards regularly and 
carefully to promote meaningful and civil student-student interaction (including enforcing net-etiquette 
and student behavior policies established in the syllabus) and facilitate a student-instructor and student-
content interactions.  
 
Academic Integrity. WSU Policy 2.17, Student Academic Honesty, states, “A standard of academic 
honesty, fairly applied to all students, is essential to a learning environment.  Students who compromise 
the integrity of the classroom are subject to disciplinary action by their instructor, their department, 
their college and/or the University… Faculty members need to be aware of the possibility of academic 
misconduct, watchful for any instances of academic misconduct and diligent in addressing those who do 
not maintain the standards of academic honesty.” See section “B” of this procedure for more guidance 
regarding the matter of academic integrity and its relationship with student identity verification.  
 
Course Learning Outcomes. In order to maintain the academic integrity of the course that was originally 
approved for delivery across multiple sections, learning outcomes and the general description of the 
course must remain consistent across all sections where a “master” course is in use and may not be 
changed by individual faculty members/instructors. 
 
Assignments and Projects. WSU online courses have been designed, developed and approved for 
delivery, based in part on the quality of learning assignments in the course. Because assignments are 
tied to learning objectives for the course and individual units or modules within the course, assignments 
and projects should not to be modified or removed from the course without approval of the 
faculty/instructor course developer and instructional design team. This procedure does not preclude 
faculty/instructors teaching the course to add additional assignments, within reason, as needed to 
ensure a higher level of learning in the online course. 
 
B. Course Evaluations 
After having assessed various course evaluation options and weighed their pros and cons for online 
learning, the Online Advisory Committee and Online Learning recommend that all faculty/instructors 
teaching online courses use the online IDEA survey for all end-of-course evaluations. However, 
faculty/instructors should consult with their department or college to ensure that they are following the 
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standards and practices regarding course evaluations in their area. 
 
C. Proctoring 
In the case of courses in which proctoring is required, faculty/instructors need to indicate to students 
ahead of time what the requirements for the proctoring are (e.g., if they must be done at a proctoring 
center). Students also must be made aware that they are responsible for any off-site proctoring costs. 
When scheduling a course that requires proctoring, departments should indicate in the course schedule 
a note such as “This course may require extra fees for proctoring. Consult the Counseling and Testing 
Center Fee Schedule.” 
 
To help faculty/instructors, you may choose to use the following syllabus language template: 
 
Exam Proctoring 
This course requires proctoring for the following exam(s): 
• [exam type(s), e.g. Midterm, Final, etc.) 
 
These are the proctoring options: 
1. If you are able to come in person to Wichita State University for the group-proctored exam 
administered by the department/faculty, there is no fee: 
a. [exam type, date and time, place] 
b. [exam type, date and time, place] 
c. … 
 
2. You can take your exam 24/7 within the specified window of time for a fee through ProctorU. Please 
go to http://www.proctoru.com/portal/wichita/ to find information on how to establish a ProctorU 
account, comply with minimum technical requirements, schedule and pay for exams, and what to 
expect in taking an exam with a virtual proctor. 
 
3. The WSU Counseling and Testing Center can usually help locate an authorized testing center which 
will proctor exams for a fee if you live outside of Wichita. Please contact our online testing coordinator 
at the Counseling and Testing Center by calling 316-978-6104 or via email at distanceexam@wichita.edu. 
Test fees and available times will vary by location. 
 
4. If you want to take an individually-proctored exam at WSU for a fee, call 316-978-6140 to schedule 
your Distance Education Exam during available testing times at the WSU Counseling and Testing Center 
on the main campus. 
 
Faculty can make arrangements for all distance proctoring needs with the Counseling and Testing Center 
by calling 316-978-6104 or emailing distanceexam@wichita.edu. Students may do the same. 
 
D. Student identity verification 
Regional accrediting standards require that the University demonstrates that the student enrolling in a 
WSU online course is the student that does the work and earns the grade. WSU faculty/instructors are 
expected to use these practices to ensure verification: 
 
1. Secure login into University’s LMS. All WSU courses must use the LMS as the gateway to course 
information, content, communication and assessment.  
 
2. Pedagogical and related teaching and authentic assessment practices that are effective in verifying 
student identity (video chat, review sessions, etc.). The University will provide professional 
development and instructional design consulting to support the faculty member’s/instructor’s use of 
authentic assessment strategies. 
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Faculty members/instructors who teach online also have a responsibility to identify and address issues 
related to changes in students that may indicate irregularities. These could include sudden changes in 
academic performance, change in writing style, conflicting statements made by students in discussions 
or on email, etc.  
 
E. ADA Compliance 
It is the responsibility of every faculty member/instructor teaching online courses to ensure that their 
courses are reviewed for ADA compliance for distance education. Faculty/instructors should contact the 
Office of Online Learning to arrange consultation with the Instructional Design team who will work with 
the Office of Disability Services to review courses and implement changes to ensure reasonable 
accommodations have been made.  
 
Each faculty member/instructor should also be aware of his/her program’s essential functions/technical 
standards for minimum competence in a student’s discipline.  
 
F. FERPA 
WSU Policy 3.12, Security and Confidentiality of Student Records and Files, requires that university 
employees (including faculty/instructors) be knowledgeable about, and in compliance with FERPA.  
 
G. Plagiarism & Plagiarism Detection Software  
University faculty/instructors may use or require the use of plagiarism detection software as part of 
their course. WSU sanctions the use of anti-plagiarism tools and therefore faculty/instructors should 
include the following statement on their syllabus indicating the use of the system for plagiarism 
detection:  
 
All required assignments may be subject to submission for content similarity review to an anti-
plagiarism tool for the detection of plagiarism.  
 
H. Kansas Board of Regents Social Media Policy 
University faculty/instructors are advised to be aware of the current Kansas Board of Regents Social 
Media Policy: 
 
Policy, Chapter II, F.6. / Use of Social Media by Faculty and Staff: 
http://www.kansasregents.org/policy_chapter_ii_f_use_of_social_media  
WSU policies related to this procedure: 

 Policy 2.04/Class Policies 

 Policy 2.05/Student Access to Faculty 

 Policy 2.17/Student Academic Honesty 

 Policy 3.12/ Security and Confidentiality of Student Records and Files 

 Policy 5.08/Statements on the Professional Rights and Responsibilities of Faculty 
 
Kansas Board of Regents policies related to this procedure 

 Policy, Chapter II, F.6. / Use of Social Media by Faculty and Staff 
 
Regional Accreditation Standard associated with this procedure: 

 The Higher Learning Commission’s Federal Compliance Program: A Guide for Institutions and 
Evaluation Teams (August 2014) 

o Practices for Verification of Student Identity 
 Commission Policy FDCR.A.10.050 

 An institution offering distance education or correspondence 
education, as specified in the federal definitions reproduced herein 
solely for reference, shall have processes through which the 
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institution establishes that the student who registers in the distance 
education or correspondence education courses or programs is the 
same student who participates in and completes and receives the 
academic credit. 

 Commission Review. The Commission will review an institution’s 
student identity verification protocols when an institution requests 
permission to add programs in distance delivery as well as during a 
comprehensive evaluation. The Commission will also require that 
institutions submit information about student identity verification 
protocols on the Commission’s Institutional Update. 

 HLC/Council of Regional Accrediting Commissions (C-RAC) Guidelines for the Evaluation of 
Distance Education (On-line Learning)  

o Faculty responsible for delivering the on-line learning curricula and evaluating the 
students’ success in achieving the on-line learning goals are appropriately qualified and 
effectively supported. 

 b. The institution's training program for on-line learning faculty is periodic, 
incorporates tested good practices in on-line learning pedagogy, and ensures 
competency with the range of software products used by the institution. 

o The institution assures the integrity of its on-line learning offerings. 
 The institution has in place effective procedures through which to ensure that 

the student who registers in a distance education course or program is the 
same student who participates in and completes the course or program and 
receives the academic credit. The institution makes clear in writing that these 
processes protect student privacy and notifies students at the time of 
registration or enrollment of any projected additional costs associated with 
the verification procedures. (Note: This is a federal requirement. All 
institutions that offer distance education programming must demonstrate 
compliance with this requirement.) 

 Training for faculty members engaged in on-line learning includes 
consideration of issues of academic integrity, including ways to reduce 
cheating. 

See also 

 Online Learning Consortium’s Quality Scorecard for Administration of Online Programs, 2014 
o Course Structure 

 “The online course includes a syllabus outlining course objectives, learning 
outcomes, evaluation methods, books and supplies, technical and proctoring 
requirements, and other related course information, making course 
requirements transparent.”  

 “Instructional materials are easily accessed by students with disabilities via 
alternative instructional strategies and/or referral to special institutional 
resources.” 

o Evaluation and Assessment  
 “Program demonstrates compliance and review of accessibility standards 

(Section 508, etc.).” 
 
See also: 
Garrison, D. R., Anderson, T., & Archer, W. (2000). Critical inquiry in a text-based environment: 
Computer conferencing in higher education model. The Internet and Higher Education, 2(2-3), 87-105. 
 
Wuensch, K. L., Aziz, S., Ozan, E., Kinshore, M., & Tabrizi, M. H. N. (2008). Pedagogical characteristics of 
online and face-to-face classes. International Journal on E-Learning, 7(3), 523-532. 
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18 
18.2 

Online Procedure Manual Section 9 
Requirements related to the preparation of faculty/instructors currently teaching online. 
 
The Higher Learning Commission’s Guidelines for the Evaluation of Distance Education (On-line Learning) 
include a hallmark that focuses on the preparation of faculty/instructors to teach online. Institutions are 
expected to demonstrate that “faculty are proficient and effectively supported in using the course 
management system” and that “the institution's training program for on-line learning faculty is periodic, 
incorporates tested good practices in on-line learning pedagogy, and ensures competency with the 
range of software products used by the institution.” 
 
In order to teach online, WSU faculty/instructors will go through professional development to ensure 
that they have the knowledge and skills pertinent to the tools and methods required for teaching the 
specific course online. 
 
WSU policy related to this procedure 

 Policy 5.07/Professional Development 
 
Regional accreditation standard associated with this procedure 

 Higher Learning Commission Protocol for Reviewing during Comprehensive Evaluation and 
Quality Checkup Visits (v. 2, March 2013) 

o Staffing and Faculty Support 
 Processes for selecting, training, and orienting faculty for distance delivery. 

 Higher Learning Commission Guidelines for Evaluating Distance Education (C-RAC), 2009. 
o Faculty responsible for delivering the on-line learning curricula and evaluating the 

students’ success in achieving the on-line learning goals are appropriately qualified and 
effectively supported. 

 On-line learning faculties are carefully selected, appropriately trained, 
frequently evaluated, and are marked by an acceptable level of turnover. 

 The institution's training program for on-line learning faculty is periodic, 
incorporates tested good practices in on-line learning pedagogy, and ensures 
competency with the range of software products used by the institution. 

 Faculty are proficient and effectively supported in using the course 
management system. 

 The office or persons responsible for on-line learning training programs are 
clearly identified and have the competencies to accomplish the tasks, 
including knowledge of the specialized resources and technical support 
available to support course development and delivery. 

See also 

 Online Learning Consortium’s Quality Scorecard for Administration of Online Programs, 2014 
o Faculty Support 

 “The institution ensures faculty receive training, assistance, and support to 
prepare for course development and teaching online.” 

 “Faculty are provided on-going professional development related to online 
teaching and learning.” 

 

21 
21.1 

3.36 / Copyright 
Purpose:  
To state University policy relative to the use of copyrighted materials by faculty and staff of the 
University.  

Preamble:  
The federal copyright law (Title 17, United States Code, Section 101, et seq.) protects creative works. It is 
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appropriate, and required, that all members of the Wichita State University community, including 
faculty, staff, students and volunteers respect the proprietary rights of owners of copyrights and refrain 
from actions that constitute an infringement of copyright or other proprietary rights. 

Policy Statement:  
 
1.  All faculty and staff are expected to comply with the federal copyright law and obtain permission for 
use unless the use can fairly and reasonably be interpreted as "fair use." Faculty, staff and employees 
are expected to review this policy and request further information and resources as needed that may be 
utilized for purposes of determining compliance with the federal copyright law. 
 
2.  Copyright Guidelines have been prepared by the General Counsel's Office and can be located here to 
assist members of the WSU community in complying with federal copyright law and to enable 
individuals to distinguish between permitted and prohibited uses of copyrighted materials. Members of 
the WSU community are expected to familiarize themselves with these guidelines and to fully comply 
with their requirements. 
 
3.  Faculty members and staff who willfully disregard this Copyright Policy place themselves individually 
at risk of legal action. In such cases, the University may refuse to defend the employee named in any 
litigation and personal liability may be incurred by the employee. 
 
4.  The University copy center located in WSU Copy and Print Services is available for copying services. 
All material to be copied by WSU Copy and Print Services must be reviewed by the faculty or staff 
member requesting copy services for copyright implications and the faculty or staff member must sign 
the Customer Statement of the Duplication of Copyrighted Written Works which is provided in the WSU 
Copy and Print Services office. Material may be presented for copying only where copying of the 
material can fairly and reasonably be considered fair use or where there is a University license to copy 
the material or where there is permission to copy, which shall be clearly set forth on the material to be 
copied. 
 
5.  The General Counsel's Office is available for further guidance on specific questions regarding the 
application of the federal copyright law to specific factual scenarios. 
 
Implementation:  
This policy shall be included in the WSU Policies and Procedures Manual and shared with appropriate 
constituencies of the University. The General Counsel and the Vice President for Administration and 
Finance shall share responsibility for publication, dissemination and implementation of this University 
policy.  

Effective Date:  
January 1, 2010 
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21.2 
Copyright Guidelines (Supplement to WSU Policy Section 3.36) 
The Office of General Counsel provides these Copyright Guidelines for the WSU community (faculty, 
staff and students) to address the actions of those who wish to reproduce, alter, distribute, display or 
perform works that are protected by copyright. 
 
Copyright protection applies to a variety of creative works, printed materials, sound recordings, video 
recordings, visual artworks, computer software, and other works, including but not limited to some 
online internet postings. These Copyright Guidelines have been drafted to address issues related to 

http://webs.wichita.edu/inaudit/ch3copyrightguidelines.pdf
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these various media. They represent our best present legal advice regarding copyright issues in a 
university setting. 
 
I. Introduction 
The copyright law of the United States (Title 17, United States Code) provides legal protection for 
authors of original works, including literary, dramatic, musical, artistic, and other intellection products. 
An author’s copyright in a work arises at the moment the work is created in a fixed format. Publication 
is not essential for copyright protection. The copyright symbol (©) is also not required for copyright 
protection to occur, although registration of copyright with the U.S. Copyright Office is necessary to file 
a federal infringement lawsuit and makes public record of claim to copyright owner over a work. An 
author may transfer copyright ownership to another party. Section 106 of the copyright law grants a 
copyright owner the exclusive right to do and to authorize others to: 
 

 Reproduce copies of the work. 

 Prepare derivative works based on the copyrighted work. 

 Distribute copies of the work by sale, rental, lease, or lending or by electronic means. 

 Publicly perform literary, musical, dramatic or choreographic works, pantomimes and motion 
pictures and other audiovisual works. 

 Publicly display literary, musical, dramatic or choreographic works, pantomimes and pictorial, 
graphic or sculptural works, including individual motion picture or audiovisual images. 

 Publicly perform copyrights sound recordings by means of a digital audio transmission. 
 
Instructors often seek to duplicate the written copyrighted works (protected works) of another to be 
used for professional purposes or to be disseminated in the classroom to further learning. Duplication 
can occur by physically copying the protected work or having the work transferred or retransferred into 
an electronic format. Classroom dissemination of protected works can occur when the professor 
distributes actual copies of the work to students or enables the students to obtain electronic copies via 
email, or other electronic mediums. It is the responsibility of any faculty who duplicates or disseminates 
such protected works to comply with all applicable copyright laws and regulations. Simply providing a 
link to works located on the Internet is not in itself considered duplication and dissemination.  
 
The general rule is that copyright holders have the exclusive right to their works. As such, instructors are 
generally prohibited from duplicating and/or disseminating the protected works of another without the 
copyright holder’s permission. Instructors are encouraged to obtain the written permission of copyright 
holders before duplicating their protected work. Permission may be sought from the actual copyright 
holder or the Copyright Clearance Center at www.copyright.com or course packs may be purchased 
through www.xanedu.com or other copyright clearance services. Copyright holders may require a fee 
before they will grant the requesting instructor permission to duplicate their protected work. Often the 
author of the protected work is not the copyright holder so getting permission from the author may not 
be enough. 
 
II. Exceptions 
There are two recognized exceptions and another potential exception to the general rule that says 
copyright holders have the exclusive right to their works. The two exceptions are: 1) Works in the Public 
Domain and 2) the Fair Use Exception. The potential exception applies to orphan works. These 
guidelines attempt to conservatively summarize these exceptions; however, more liberal applications of 
these exceptions may apply. You are encouraged to contact the Vice-President and General Counsel’s 
Office 
for advice before you seek to duplicate protected work or if you have any questions or concerns about 
copyright infringement. The WSU Copy and Print Services may refuse to prepare copies of what it deems 
to be a potential copyright infringement. 
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A. Works in the Public Domain 
Works that are considered in the “public domain” may be used (i.e., copied) freely. In addition, there are 
some scholarly publications such as journal articles that include a note offering to users the right to copy 
for “educational purposes.” The following categories of publications are generally considered to be in 
the public domain; that is, their use is not protected by copyright law: 
1. Works created and published, as a rule of thumb, about a century ago;  
2. Works where the creator has expressly disclaimed a copyright interest;  

3. Works created by the federal government, for example, data files from the 1990 Census. 
B. Fair Use 
Copyright law allows for the reasonable unauthorized use of an original work during the time of the 
author’s temporary monopoly when the use is thought to advance the public welfare. This exception to 
copyright law is known as the “Fair Use Doctrine,” and it is codified at Section 107 of the copyright law. 
Relying on the doctrine of fair use requires educating oneself about what fair use it. The following 
section set forth various ways of utilizing the fair use doctrine.  
 
1. Safe Harbor Guidelines for Fair Use 
There are no legal rules permitting the use of specific number of words, a certain number of musical 
notes, or percentages of a work. Whether a particular use qualifies as fair use depends on all the 
circumstances. 
 
However, the following “Agreement on Guidelines for Classroom Copying” was authored by  
representatives of the educational community and publishers in 1976 and made part of the 
Congressional Record. The below is a reiteration of those guidelines that generally provide a safe harbor 
for those who are hesitant about interpreting and applying the fair use guidelines, however, it is NOT 
the law and should only be referenced for guidance. In some circumstances more extensive copying may 
qualify as “fair use” and in others, a paragraph, if it is significant enough to the work may NOT qualify as 
“fair use.” 
 
Agreement on Guidelines for Classroom Copying in Not for Profit Educational Institutions with Respect 
to Books and Periodicals  
Single Copies for Teachers 
A single copy may be made of any of the following by or for a teacher at his or her individual request for 
his or her scholarly research or use in teaching or preparation to teach a class: 

 A chapter from a book; 

 An article from a periodical or newspaper; 

 A short story, short essay or short poem, whether or not from a collective work; or 

 A chart, graph, diagram, drawing, cartoon or picture from a book, periodical or newspaper. 
 
Multiple Copies for Classroom Use 
Multiple copies (not to exceed in any event more than one copy per pupil in a course) may be made by 
or for the teacher giving the course for classroom use or discussion; provided that the copying meets the 
following tests of brevity, spontaneity, and cumulative effect. Each copy must also include prominent 
notice that it is copyrighted material. 
 
Brevity 
Prose: Either (1) a complete article, story or essay of less than 2,500 words, or (2) an excerpt from any 
prose work of not more than 1,000 words or 10% of the work, whichever is less, but in any event a 
minimum of 500 words. 
 
Poetry: (1) A complete poem if less than 250 words and if printed on not more than two pages, or (2) an 
excerpt of not more than 250 words. 
 



61 
 

Illustration: One chart, graph, diagram, drawing, cartoon or picture per book or periodical issue. 
 
Special Works: Certain works in poetry or prose or in “poetic prose,” which may combine language with 
illustrations and which fall short of 2,500 words, may not be reproduced in their entirety. However, an 
excerpt comprising not more than two of the published pages of such a work, and containing not more 
than 10% of the words found in the text, may be reproduced. 
 
Spontaneity 
The copying is at the instance and inspiration of the individual instructor, and the inspiration and 
decision to use the work and the moment of its use for maximum teaching effectiveness are so close in 
time that it would be unreasonable to expect a timely reply to a request for permission. 
 
Cumulative Effect 
The copying of the material is for only one course in the school in which copies are made. Not more than 
one short poem, article, story, essay or two excerpts may be copied from the same author, nor more 
than three from the same collective work or periodical volume during one class term. There shall not be 
more than nine instances of such multiple copying for one course during a term. The latter two 
limitations listed do not apply to current newspapers and news periodicals. Copying shall not be used to 
create or replace anthologies, compilations or collective works. There shall be no copying of works 
intended to be consumable, such as workbooks, test booklets, etc. No charge shall be made to the 
student beyond the actual cost of copying. Copying shall not substitute for the purchase of books, 
reprints or periodicals; be directed by a higher authority, or be repeated with respect to the same item 
by the same teacher from term to term.  
 
In short, multiple copying for classroom use, such in the case of material for coursepacks, must at a 
minimum: 
a. Be limited to single chapters, single articles from a journal issue, several charts, graphs or illustrations. 
b. Include any copyright notice on the original and any appropriate citations and attributions to the 
source. 
c. Have permission obtained for materials that will be used repeatedly by the same instructor for the 
same class. 
 
2. Photocopying of Music 
During debate on the changes made to copyright law in 1976, various representatives of the publishing 
industry and music teacher associations met and agreed on minimum guidelines for educational fair use 
on copying of music. Copying beyond the amount stated in the guidelines listed below may be justified 
by fair use after careful analysis, but seeking permission is always preferable. 
 
Guidelines for Educational Use of Music 
Permissible Uses: 
Emergency copying to replace purchased copies which for any reason are not available for an imminent 
performance provided purchased replacement copies shall be substituted in due course. For academic 
purposes other than performance, single or multiple copies of excerpts of works may be made, provided 
that, the excerpts do not comprise a part of the whole which would constitute a performable unit such 
as a section, movement or aria, but in no case more than 10% of the whole work. 
 
Printed copies which have been purchased may be edited or simplified provided that the fundamental 
character of the work is not distorted or the lyrics, if any, altered or lyrics added if none exist. 
A single copy of recordings of performances by students may be made for evaluation or rehearsal 
purposes and may be retained by the educational institution or the individual teacher. A single copy of a 
sound recording (such as a tape, disc or cassette) of copyrighted music may be made from sound 
recordings owned by an educational institution or an individual teacher for the purpose of constructing 



62 
 

aural exercises or examinations and may be retained by the educational institution or individual 
teacher. (This pertains only to the copyright of the music itself and not to any copyright which may exist 
in the sound recording.) 
 
Prohibitions: 
Copying to create or replace or substitute for anthologies, compilation or collective works. 
Copying of or from works intended to be consumable in the course of studio or of teaching such as 
workbooks, exercises, standardized tests and answer sheets and like material. 
Copying for the purpose of performance, except as allowed above. 
Copying for the purpose of substituting for the purchase of music, except as allowed above. 
Copying without inclusion of the copyright notice which appears on the printed copy. 
 
3. Fair Use as Set Forth in Case Law and the Statute 
a. The doctrine of fair use. 
The doctrine of “fair use,” embedded in Section 107 of the copyright law, addresses the needs of 
scholars and students by allowing use of copyrighted material without obtaining permission from the 
copyright owner in certain limited circumstances. However, what constitutes fair use is expressed in the 
form of guidelines rather than explicit rules.  
To determine fair use, one must consider ALL of the following four factors: 
i. The purpose and character of the use, including whether the copied material will be for nonprofit, 
educational, or commercial use. Personal, nonprofit or educational usage tips the balance in favor of a 
finding of fair use. Commercial usage weighs against a finding of fair use. Criticism, commentary, news 
reporting and teaching (including multiple copies for onetime classroom use ) are considered “core” fair 
uses, and thus weigh in favor of a finding of fair use. A work that parodies a copyrighted work is 
considered a “transformative” work and generally this type of use tips the balance in favor of a finding 
of fair use. 
ii. The nature of the copyrighted work, with special consideration given to the distinction between a 
creative work and an informational work. For example, photocopies made of a newspaper or 
newsmagazine column are more likely to be considered a fair use than copies made of a musical score, 
or a short story. Imaginative and unpublished works are granted greater protection than factual and 
published works. 
iii. The amount, substantiality, or portion used in relation to the copyrighted work. This factor requires 
consideration of the proportion of the larger work that is copies and used, and the significance of the 
copied portion. 
iv. The effect of the use on the potential market of the copyrighted work. For example, making 26 copies 
of worksheets from a math workbook instead of buying one for each student would probably have a 
negative effect on profits for the author of the workbook, and would not likely be considered fair use. 
On the other hand, a use that is clearly a fair use under the above three factors may be found to be a fair 
use even if its use could have a somewhat negative effect on the market. This factor is often granted 
great importance by the courts. 
b. What constitutes fair use is a judgment call. 
There is a tension between encouraging the academic community to exercise the fair use doctrine in 
order to maximize fair use of materials and exposing the university to liability for violation of copyright 
rights. If the faculty member or other employee chooses to rely on the fair use doctrine, she/he must do 
so with prudence and fair regard for all the elements of fair use. If a faculty member or other employee 
has any question about whether proposed copying falls within the fair use doctrine, he or she is 
encouraged to 
contact the Office of Vice-President and General Counsel. The WSU Policies and Procedures Manual 
Section 15.04 should be read in conjunction with these Guidelines. 
 
C. Orphan Works 
There is another potential exception to the general rule that says the copyright holder has the exclusive 
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rights to the protected work. This potential exception applies to orphan works which are defined as 
works for which no copyright holder can be found, and thus for which permission to use these works 
cannot be obtained. To be an orphan work, the instructor should be able to show that he/she has 
exercised 
good faith and due diligence in seeking permission from the copyright holder but could not determine 
the copyright holder. This exception has been endorsed by numerous scholars and legislatures. 
However, there is no law or court decision that directly applies this exception to the general rule. 
Instructors are encouraged to contact the Office of the General Counsel for guidance before relying on 
this exception. 
 
III. Licensed Works 
The business model has changed dramatically in the past decade and many libraries and universities are 
now licensing works rather than purchasing them outright. For a current list of licensed works and 
products, contact University Libraries. By way of example, one of these licensed databases is LEXIS-
NEXIS Academic Universe. LEXIS-NEXIS is a powerful research tool that contains a wealth of databases, 
including news, business, legal research (cases, codes, law review articles and more), medical (full text 
medical journal articles) and reference. If you wish to use an article in class that is contained in the 
LEXIS-NEXIS database or many of the other databases, the licensing agreement allows you to make 
copies of the 
article and distribute the article to your students. In the same vein, such an article could also be posted 
on Electronic Reserve. Different databases have different terms, conditions and features. For example, 
some 
databases contain academic journals and allow the faculty member to link directly to the article for 
educational purposes. Copyright notices must be maintained on any of the licensed materials. For a 
current list of available licensed databases, University Libraries. Reprinting of licensed materials has 
nothing to do with fair use or the public domain, but is instead based on the contract WSU has with the 
provider of the materials. If the article you wish to use is not in the licensed database, then you need to 
consider if the work is in the public domain, if use of the work would be a fair use, or if permission is 
necessary. 
 
IV. Copyright Permission Checklist 
When seeking to reproduce, prepare derivative works, distribute copies, publicly perform or publicly 
display material that may be protected under copyright law consider the following: 
• Is the work in the public domain? If yes, then no permission is necessary. 
• Is the work licensed through WSU for the particular use in question? If so, then permission is not 
necessary.  
• If the work is not in the public domain or licensed, may fair use be invoked instead of obtaining 
permission? 
‐ See Safe Harbor Guidelines for Classroom Copying and Guidelines for Educational Use of Music (Section 
II.B.1 and 2) 
‐ If the use does not fit within safe harbor guidelines, then perform a fair use analysis, taking all four 
factors in from Section 107 of the copyright law as set forth in Section IV.B.3. 
‐ If you think that fair use may be appropriate but you are not sure, consult with the Office of Vice-
President and General Counsel. 
If it is determined that you willfully disregarded you might not be defended by the University if you are 
the subject of an infringement claim. If the work is not in the public domain, not licensed by WSU, and 
fair use does not apply, then you must obtain permission from the copyright owner. A helpful chart for 
sorting this out can be found at http://www.knowyourcopyrights.org/bm~doc/kycrmatrixcolor.pdf. 
 
V. Library Reproduction 
A. General Information 
Libraries may reproduce copyrighted material under Section 108(a) of the copyright law however the 
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rights of reproduction pursuant to this section of the copyright law are contingent on the following 
conditions: 
1. Only one copy of a work can be made, unless otherwise specified in the subsections that follow. 
a. The library reproduction and distribution must be without purpose of direct or indirect commercial 
advantage. 
b. The collections must be open to the public or unaffiliated researchers in a specialized field. 
c. All copies made under Section 108 must include the copyright as it appears on the original. If no notice 
was included on the original, then the library must include a legend that states that the work may be 
protected under copyright. 
2. Subsections (b) and (c) of Section 108 of the copyright law provide limited exceptions permitting 
libraries to make up to three copies of a copyrighted work for preservation, deposit or replacement 
purposes, under certain circumstances. The work must already reside in the library making the 
reproduction, and if the work is reproduced in digital format, the library’s right of distribution of that 
copy is limited to the library’s physical premises. (§ 108(b)(2)). 
3. The reproduction and distribution by a library or archive of the following works are allowed only for 
preservation and replacement purposes, unless the works listed below are published as parts of non-
excluded works, then their copying is allowed under the broader provisions of 108. 
a. Musical Work 
b. Pictorial, graphic or sculptural work, or 
c. Motion picture or other audiovisual work (other than audiovisual of news) 
 
B. Library Copying for Archive Purposes 
Federal copyright law, with respect to archiving is narrower than other library right of reproduction. In 
general, a library may make three copies of an unpublished work that exist in its collection if the 
purpose is preservation or security or for deposit for research use in another library that meets the 
three conditions listed in Section V.A. In the absence of a license to reproduce or permission from the 
author or copyright owner, if an unpublished work is reproduced in digital format, the library’s right of 
distribution of the 
copy is limited to the library’s physical premises. A library may make three copies or a published work 
when an unused replacement cannot be obtained at a fair price, but only to replace a damaged, 
deteriorating, lost or stolen copy, or if the existing format of the copy has become obsolete, two 
additional conditions must be met for published works: 
1. No copies can be made until the library first consults the copyright owner and standard trade sources 
to determine an unused copy cannot be purchased at a fair price; and 
2. If a work is reproduced in digital format, the copy cannot be made available outside the premises of 
the library. 
Source: Overview of the Libraries and Archives Exception in the Copyright Act: Background, History, and 
Meaning Authors: Mary Rasenberger and Chris Weston, April 2005 
 
C. Patron Requests and Interlibrary Loans 
Section 108 (d) of the copyright law allows the library to make one copy of a single article from a 
collection or a smaller part of a larger work at the request of a patron under the following conditions: 
1. The work must be in the collection of the library (or another library), 
2. The copy must become in the property of the requesting patron, and can’t be added to the library’s 
collection, 
3. The library must have a notice that the copy will not be used for anything other than private study, 
scholarship or research purposes, and 
4. The library must display prominently copyright warnings where requests are made, and attach the 
same warning to copy order forms. 
Section 108 (e) of the copyright law allows the library to make single copies of entire works, or large 
portions thereof, at the request of a patron under the four conditions above, with the additional 
requirement that the library has first determined, on the basis of a reasonable investigation, that a copy 
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of the copyrighted work cannot be obtained at a fair price. No systematic reproduction Section 108 (g) 
places further limits upon the ability of the library to make copies for patrons. Systematic reproduction 
of works is forbidden. 
 
D. Required Copyright Warnings 
All WSU libraries must display prominently (at least 18 points in font size) the following notice at the 
place where orders for copies are accepted: 
Notice: Warning Concerning Copyright Restrictions  
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies 
or other reproductions of copyrighted material. Under certain conditions specified in the law, libraries 
and archives are authorized to furnish a photocopy or other reproduction. One of these specified 
conditions is that the photocopy or reproduction is not to be “used for any purpose other than private 
study, scholarship, or research.” If a user makes a request for, or later uses, a photocopy or reproduction 
for purposes in excess of “fair use,” that user may be liable for copyright infringement. This institution 
reserves the right to refuse to accept a copy order if, in its judgment, fulfillment of the order would 
involve violation of copyright law.  
The same text must be displayed (in font size no smaller than utilized throughout the form, and in no 
case smaller than 8 points) in a box located prominently on all order forms for copies, either on the font 
side of the form, or immediately adjacent to the space calling for the name and signature of the library 
patron. All fax and e-mail order forms must also incorporate the same notice. 
 
Photocopy Machines/ Computer Terminals 
Every photocopy machine on campus and all locations where CD-ROMS or on-line services are used 
must include effective signage incorporating the following text: 
Notice 
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies 
or other reproductions of copyright material. The person using the equipment is liable for any 
infringement. 
Note that this provision applies to both the downloading and uploading of documents to the Web. 
 
E. Library Reserve Services 
Copying for library reserve is governed by Section 107 of the copyright law, the fair use doctrine. 
Requests for one semester use of multiple copies of printed materials may be complied with as long as 
the requesting faculty member has exercised reasonable judgment in determining the number of copies 
needed for his/her students to read the material. Libraries should not retain reserve copies longer than 
one semester. Copying of video recordings and slides may be more problematic. The fair use doctrine 
may be applied differently, depending upon the media in question. This is a judgment call for the 
librarians who are encouraged to seek advice from the Office of the General Counsel. Articles and other 
material that are submitted for reserve are considered the property of the instructor and will be 
returned at semester-end. 
 
Electronic Reserves 
Electronic reserve material requires special consideration. See the Association of College and Research 
Libraries Statement on Fair Use and Electronic Reserves 
http://www.ala.org/ala/mgrps/divs/acrl/publications/whitepapers/statementfair.cfm, as well as the 
ARL Know Your Copy Rights brochure at 
http://www.knowyourcopyrights.org/bm~doc/kycrbrochurebw.pdf, 
which contains a chart that lists the situations in which fair use applies to electronic reserves. 
See also the ARL FAQ on Uses in the Online Classroom, 
http://www.knowyourcopyrights.org/resourcesfac/faq/online.shtml 
 
VI. Audiovisual materials 
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A. Films and Video: Classroom Use  
Possession of a film or video does not confer the right to show the work to others outside of one’s 
home. The copyright owner specifies at the time of purchase or rental, the circumstances which a film or 
video may be “performed” For example; videocassettes from a video rental outlet usually bear a label 
that specifies “Home Use Only.” However, whatever their labeling or licensing, use of these media is 
permitted in an educational institution so long as certain conditions are met. Section 110(1) of the 
federal copyright law specifies that the following is permitted: Performance or display of a work by 
instructors or pupils in the course of face-to-face teaching activities of a nonprofit educational 
institution, in a classroom or similar place devoted to instruction, unless, in the case of a motion picture 
or other audiovisual work, the performance, or the display of individual images is given by means of a 
copy that was not lawfully made under this title and that the person responsible for the performance 
knew or had reason to believe was not lawfully made. The copyright notice must be included and the 
relationship between the film or video and 
the course must be explicit. The film should not be shown for entertainment or recreation. 
 
B. Films and video: Use outside the Classroom 
Public Performance of a video outside the classroom (for example at the RSC or other venues outside of 
a dorm room or in a similar small group) is governed by a different set of guidelines. In this situation, 
public performance licenses must be obtained. 
 
C. Copying Television Programs Off the Air for Classroom Use 
The following rules of thumb for copying television programs off the air for classroom use should be 
followed to ensure compliance with the air fair use doctrine. The rules below do not apply to programs 
shown on pay cable or pay TV. These rules of thumb are reprinted with permission from “A Guide to 
Copyright Issues in Higher Education,” National Association of College and University Attorneys 
(NACUA), 
4th Ed. (1997). 
1. Off-the-air recordings may be used only once by individual teachers in the course of “time-shifting” 
the program in order for it to be seen in the class. After the program is seen once, it should be erased 
2. The off-the-air recordings may be used only once by individual teachers in the course of “time-
shifting” the program in order for it to be seen in the class. After the program is seen once, it should be 
erased. 
3. A limited number of copies may be reproduced from each off-air recording to meet the legitimate 
needs of teachers under theses guidelines. Each such additional copy shall be subject to all provisions 
governing original recording. 
4. Off-the-air recordings need not be used in their entirety, but they may not be altered from their 
original content. They may not be physically or electronically combined or merged to constitute teaching 
anthologies or complications. These rules of thumb are based on the 1979 “Guidelines for Off-Air 
Recording of Broadcast Programming for Educational Purposes,” contained in the House Report on 
Piracy and Counterfeiting Amendments (H.R. No. 494, 97th Cong., 1st Sess. At 8-9), as well as the more 
liberal Supreme Court decision in Sony Corp. of America v. Universal City Studios, 464 U.S. 417 (1984). 
 
VI. Audiovisual Multimedia, Fair Use 
Multimedia refers to the use of more than one of the categories of work protected by copyright law, 
such as a sound recording with pictorial or graphic images. As part of the CONFU process, EDUCATIONAL 
MULTIMEDIA FAIR USE GUIDELINES were produced in 1996. These guidelines apply to use, without 
permission, of portions of lawfully acquired copyrighted works in educational multimedia projects 
created by educators (i.e. faculty, teachers, instructors and others who engage in scholarly, research and 
instructional activities for educational institutions) or students for course-related work. Key elements of 
the guidelines are summarized below. These guidelines are a starting point for those who are trying to 
apply the fair use doctrine to the creation of multimedia. There is no consensus among universities and 
publishers that the following guidelines are binding and the following fair use guidelines do not 
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necessarily assure legal compliance. Note that the fair use doctrine may also allow for greater usage 
than the guidelines. 
 
Educational Multimedia Fair Use Guidelines 
Time 
Educators may use their own projects for a period of up to two years after first instructional use. Usage 
beyond that period requires permission for each copyrighted portion of the work. Students may use 
their own projects in the course for which the project was created, and in their own portfolio as an 
example of their academic work. 
 
Portion 
Motion Media: Up to 10% or three minutes of a source, whichever is less, of a single copyrighted motion 
media work. 
Text: Up to 10% or 1000 words of a source, whichever is less, of a single copyrighted work. An entire 
poem of less than 250 words, but no more than three poems by one poet, or five poems by different 
poets from any single anthology. In poems of greater length, up to 250 words, but no more than three 
excerpts by a single poet, or five excerpts by different poets from a single anthology. 
Music, Lyrics and Music Video: Up to 10% but no more than 30 seconds of music and lyrics from a single 
musical work. Any alterations to a musical work shall not change the basic melody of the fundamental 
character of the work. 
Illustrations, Photographs: A photograph or illustration may be used in its entirety. No more that five 
images by one artist or photographer. No more that 10% or 15 images, whichever is less, from any single 
published work. 
Numerical Data Sets: Up to 10% or 2500 fields or cell entries, whichever is less, from a database or data 
table. A field entry is a specific item of information in a record of a database file. A cell entry is the 
intersection where a row and a column meet on a spreadsheet.  
Copying and Distribution: The original and two use copies, one of which maybe placed on reserve. If a 
use copy is lost, stolen or damaged, an additional replacement copy may be made. 
 
Copyright Notice 
Though it can be difficult to determine what is copyright protected and what is in the public domain, the 
multimedia creator is responsible for adhering to copyright law. The opening screen of a program should 
contain the following notice: “certain material are included under the fair use exemption of U.S. 
Copyright Law and have been prepared according to the educational multimedia fair use guidelines and 
are restricted from further use.” Credit the sources and display the copyright notice and copyright 
ownership information if shown in the original source. Crediting the source must adequately identify the 
source of the work, giving a full bibliographic description where available (including author, title, 
publisher and place and date of publication). The copyright notice includes the word “Copyright” or the 
copyright symbol, the name of the copyright holder, and the year of first publication. Any alternations of 
copyrighted items must be noted. 
 
VII. Computer software 
There is both civil and criminal liability infringement of the rights of a software copyright owner. 
Copying software without permission may be a crime even if the person copying the software does not 
intend to violate the law. Copying an entire software program is highly unlikely to qualify as a “fair use.” 
WSU negotiates site licenses with software vendors whenever possible for software products that are 
selected for extensive use at the University, since these arrangements provide the WSU community with 
efficient access to computer programs that support the curriculum while assuring the copyright owner a 
fair royalty. 
Operate on the assumption that software is copyright protected even if the software has no copyright 
symbol. Do not make copies of software (other than for backup purposes) unless permission is sought 
from the copyright owner, the copying is permitted under a WSU licensing agreement, or the program is 
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clearly “freeware.” Whether the software is transferred from the original to hard disk or to an archival 
compact disc, the backup copy is not to be used at all as long as the other copy is functional. Libraries 
are permitted to lend software, but only for temporary use, not for copying. If the borrower transfers 
the software to a hard disk, the program must be deleted when the borrowed item is returned. A 
warning to copyright must be affixed to the packaging that contains the copy of the computer program 
which is the subject of a library loan to patrons, by means of a label durable attached to the copies or 
the container for the copies. 
The form of the copyright notice is as follows: 
 
NOTICE: Warning of Copyright Restrictions  
The copyright law of the United States (Title 17, United States Code) governs the reproduction, 
distribution, adaptation, public performance, and public display of copyrighted material. Under certain 
conditions specified in law, nonprofit libraries are authorized to lend, lease, or rent copies of computer 
programs to patrons on a nonprofit basis and for nonprofit purposes. Any person who makes an 
unauthorized copy or adaptation of the computer program, except as permitted by Title 17 of the 
United States Code, may be liable for copyright infringement. This institution reserves the right to refuse 
to fulfill a loan request if, in its judgment, fulfillment of the request would lead to violation of the 
copyright law. 
 
VIII. Performances 
Definitions: 
Non-dramatic excludes audiovisual works but includes works such as poetry, short story, and non-
dramatic musical works. Musical compositions are considered non-dramatic musical works.  
Dramatic works includes all audiovisual works such as films, videos, opera, music videos, and musicals.  
 
To “perform” a work means to recite, render, play, dance, or act it, either directly or by means of any 
device or process or, in the case of a motion picture or other audiovisual work, to show its images in any 
sequence or to make the sounds accompanying it audible. 
 
A. In the Classroom 
Section 110 of the copyright law is clear that the scope of performance rights in the classroom is very 
broad. The only limitation is that a legitimate copy must be used. 
 
B. Transmission 
When discussing the use of the web to augment the delivery of classroom materials, or in connection 
with distance education, all portion of a non-dramatic work may be transmitted as long as the display is 
an integral part of the class and teaching content, the transmission is solely for students in the class, and 
technological measures are implemented that prevent retention of the work accessible from and 
prevent further dissemination of the work. With respect to dramatic works, only a reasonable portion of 
the work may be transmitted. Section 110 was amended by the TEACH Act which imposes a number of 
limitation upon transmissions of performances. The TEACH Act modifies section 110(2) of the copyright 
act which pertains to transmissions of performances and displays of copyrighted works. To transmit a 
performance or display is to communicate it by any device or process whereby images or sounds are 
received beyond the place from which they are sent. Therefore, any time the performance or display of 
a copyrighted work is transmitted, TEACH is potentially implicated. This would include “distance 
education courses”, “traditional” courses with an online component, cable TV courses, and so forth. 
 
C. Public Performances Outside the Classroom 
Copyright permission must be obtained for all public performances of dramatic literary or musical works 
that are not in the public domain and that are not part of the classroom instruction. Note that the fair 
use may still apply in any of the above contexts. An example might be showing a film on campus (but 
not in the classroom) when the film to be shown is an orphan work and the copyright owner cannot be 
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determined. In this instance, fair use is likely to apply. See the four factor test codified at Section 107 of 
the copyright law and set forth in Section II.B.3. 
 
IX. Liability for online Activities 
The Digital Millennium Copyright Act of 1998 requires universities who wish to obtain the liability 
protection available under the law to adopt and implement a policy that provides for the termination of 
the computer privileges of users who are repeat infringers with respect to online copyright violations. In 
accord with the law, students who display a pattern of conduct in their use of the WSU computer 
network that creates legal liability for the university may have their computer privileges terminated. See 
WSU Policies and Procedures Manual Section 19.12. For faculty and other staff, including graduate 
students performing a research or teaching function, the standard that the University will be advised to 
use will be as follows: 
a. If the University receives formal notification of copyright infringement due to the actions of a WSU 
employee using the WSU network, the University will notify the employee about the claimed 
infringement. 
b. It will be the burden of the employee to show that the alleged infringement is not a violation of the 
law. 
c. After two verified and actionable violations of the law, the computer privileges of the employee may 
be suspended or terminated by the appropriate academic or administrative authority. In any case where 
doubt exists as to whether or not an online activity is copyright infringement, the Office of the General 
Counsel should be consulted. Special care must be taken to obtain copyright permission for any 
electronic reserve materials, as well as any course materials distributed by e-mail. The appropriate 
permission must be obtained prior to downloading and using syllabi from another institution. 

21 
21.3 

9.12 / Copyright Management 
The following copyright procedures are preceded by the Wichita State University Intellectual Property 
Policy (hereinafter “IP Policy”), which should be consulted by those who are or may be developing 
copyrightable subject matter. Creators embarking on projects that are likely to result in copyrightable 
materials are encouraged to discuss ownership issues with the Wichita State University Patent Officer 
(hereinafter “Patent Officer”), who is located in the Office of Research and Technology Transfer 
(hereinafter “RTT”), prior to completion of the projects. Copyright notice may be attached to created 
materials immediately upon completion, and copyright registration, which offers more protection, may 
be sought from the U.S. Copyright Office. Even if the IP Policy gives ownership rights to the creator, the 
University through RTT will assist in obtaining copyright registration at no cost to the creator. A 
copyright may be transferred or assigned to another party, and is normally done by contract. The 
guidelines presented below must be used in the management of copyrightable materials at Wichita 
State University.  

1.  Initiation by Creator(s)  

In accord with the IP Policy, the creator(s) shall initiate the determination of ownership and rights to 
copyrightable material  in a written statement to the WSU Patent Officer. In the disclosure statement, 
the creator(s) will declare that copyrightable material has been developed, describe the nature and 
potential of the material, outline the use of University equipment, facilities, and other support in the 
development of the material, and identify parties who contributed to the development and to what 
extent. If copyrightable material is commissioned by the University under a contract for a specific 
project, ownership rights of the University must be stipulated in the contract, and a copy must be 
provided to the Patent Officer at the time of execution of the contract.  

2.  Determination of Ownership  

(a)  If the creator(s) and the Patent Officer agree that the intellectual property is not a work-for-hire and 
the University did not provide “significant use” in the development of the copyrightable material, as 
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defined in the IP Policy, and that the creator(s) are clearly the owner(s) of the rights to the material, 
then the Patent Officer will provide the creator(s) with a written statement to that effect within thirty 
(30) calendar days of receipt of materials from the creator(s). Creator(s) may then copyright the material 
in their name(s) and market or license the material, or they may negotiate with the Patent Officer in 
seeking University support to develop the material for commercial use and in seeking copyright 
registration in the name of the University. If a determination of ownership and a division of net royalties 
cannot be made in this time frame, then the statement submitted by the creator(s) and any unresolved 
questions about it will be sent to the Faculty Support Committee (hereinafter “FSC”).  

(b)  If the significance of University support is unclear, in dispute, or clearly known to have occurred, the 
FSC will review the application and determine: (1) whether the University provided significant use of 
University support in the development of the material, (2) which faculty, staff, and students participated 
in the development and the extent of their contribution, and (3) a fair division of the net royalties 
should any result. The FSC will prepare a report of its findings and recommendations, and will provide 
copies to the Patent Officer and all identified participants in the development of the copyrightable 
material. This review process should normally be completed within forty-five (45) calendar days, but the 
committee can request an extension from the Patent Officer of thirty (30) days.  

(c)  If it is determined by the FSC that the University did not provide significant use of support and that 
the creator(s) is (are) clearly the owner(s) of the rights to the material, then the Patent Officer will issue 
a written statement to that effect to all parties within fifteen (15) days of receipt of the report from the 
FSC.  

3.  Copyrightable Material Evaluation  

(a)  If it is determined that the University has ownership rights, or if the creator(s) request, then the 
Patent Officer may enter into an evaluation of the copyrightable material and a copyright assignment 
agreement with an organization created for the purpose of developing, marketing, and licensing 
intellectual property (hereinafter “the Organization”). The cost of this evaluation will be borne by the 
University or the Organization. Normally, this process will take up to ninety (90) days, but is subject to 
the terms of agreement with the Organization. The Patent Officer will inform the creator(s) of the status 
of pending evaluation agreements in a timely manner.  

(b)  If it is decided that the University does not have an ownership claim, or does have a claim but elects 
not to pursue a copyright, the inventor(s) may still request that the University have the material 
evaluated and file for the copyright if the evaluation indicates the material has commercial viability. In 
these cases, the creator(s) and the University can negotiate an agreeable distribution of royalties.  

(c)  The Patent Officer will review the evaluation made by the Organization and determine whether an 
agreement with the Organization should be made. The Patent Officer is free to consult with any internal 
or external parties in this decision. This review process should not take more than fifteen (15) working 
days. The Patent Officer will inform the creator(s) of the decision and the rationale for it. Appropriate 
confidentiality will be maintained. The University is under no obligation to pursue a particular copyright.  

4.  Disposition  

Should a copyright be issued and the material be marketed or licensed, the University must recoup its 
investment in the material before any royalties are distributed to the creator(s). The resulting net 
royalties shall be distributed on a regular basis to the University and the creator(s), at least once a year. 
If there is more than one creator, the University shall disburse the creators’ share in proportion to the 
relative extent that each creator contributed to the development of the material as determined by the 
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FSC. In addition, the University will provide the creator(s) with information on the use of the material, 
sales resulting from the use, and the payments of the appropriate share of the actual revenue.  

Effective Date:  
April 5, 2001  

30 
39 
40 

30.1 
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36.1 
8.05 / Student Code of Conduct  
Purpose: To set forth comprehensive and informational guidelines relative to Student conduct and Student 
conduct procedures.  
Preamble: Wichita State University is a learning community comprised of Students, Faculty and  
Staff where freedom of inquiry and freedom of expression are valued. Important aspects of attending the 
University as a Student are having respect for the rights of others in the community, conducting oneself in 
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a manner that is compatible with the University’s mission and taking responsibility for one’s actions. In 
addition to exhibiting appropriate maturity and self-control, Students, as members of the University 
community are expected to conduct themselves in accordance with established standards of behavior and 
social interaction. To fulfill its functions of promoting and disseminating knowledge, the University has 
authority and responsibility for maintaining order and for taking appropriate action. As members of the 
WSU community, Students should:  

 Accept responsibility for personal behavior and appropriately challenge the behavior of others  

 Respect individual differences  

 Behave in a manner that is honest and upholds the standards of Wichita State University  

 Be an engaged member of the Wichita State University community  
 
The educational process is ideally conducted in an environment that encourages reasoned  
discourse, intellectual honesty, openness to constructive change and respect for the rights  
and responsibilities of all individuals. This Code of Conduct is designed for the promotion and protection of 
such an environment.  
 
Definition of Terms 
1. “Appeal Officer” is the Vice President for Student Affairs, or designee, and has jurisdiction to review 
cases, based on written request, and make a decision to uphold, modify or reverse the decision of a 
Hearing Board or Conduct Officer.  
2. "Code" means the WSU Student Code of Conduct. The most current version of the Code may be found 
on the Wichita State University website: http://webs.wichita.edu/inaudit/ch8_05.htm.  
3. “Complainant” is the person or entity that submits or presents allegations against a Respondent.  
4. “Conduct Board Hearing” is a Hearing conducted by the Hearing Board.  
5. “Conduct Hearing” is a meeting with the Respondent conducted by a Conduct Officer to determine 
whether the Respondent has violated the Code and, if so, to impose sanctions.  
6. "Conduct Officer" is the Direct or designee authorized to investigate, conduct the Hearing, and assign 
sanctions to Respondents found to have violated the Code.  
7. "Day" refers to any day the University is open for official business (usually Monday through Friday).  
8. “Director” refers to the Director of Student Conduct and Community Standards.  
9. "Faculty" means any person hired by the University in a Faculty appointment to teach, conduct research 
or provide academic service.  
10. “Hearing” refers to both a Conduct Hearing and a Conduct Board Hearing.  
11. "Hearing Board" is a group of persons authorized by the Directors to determine whether a Respondent 
has violated the Code and to impose sanctions.  
12. “Housing and Residence Life” means all residence facilities owned, leased or controlled by Wichita 
State University (current examples of University Housing include, but are not limited to, Shocker Hall and 
Fairmount Towers).  
13. "Member of the University Community" includes any person who is a Student, Faculty, University 
Official or any other person employed by the University. A person's status in a particular situation shall be 
determined by the Director.  
14. "Organization" refers to any Recognized Student Organization, Greek letter Organization, athletic team 
(sports clubs, cheer/dance, intercollegiate team, independent varsity sports, etc.), or non-recognized 
group (SGA, SAC or other group in process of meeting RSO standards) that is assembled and conducts 
business or participates in University-related activities.  
15. "Policy" is defined as the written guidelines of the University as found in, but not limited to: the 
Housing and Residence Life Handbook, Graduate/Undergraduate Catalogs, WSU Policies and Procedures 
Manual, and Board of Regents policies. The most current version of the WSU Policies and Procedures 
Manual is located on the WSU website at http://webs.wichita.edu/inaudit/tablepp.htm. In cases of 
conflict, Board of Regents policies shall  
be considered as controlling.  
16. “Prehearing Conference” is a meeting scheduled by a Respondent with a Conduct Officer to review 
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policies and procedures related to the Code.  
17. “Respondent” is a Student or Organization who responds to an alleged violation(s) of the Code.  
18. "Staff" are unclassified or university support staff non-faculty employees at WSU.  
19. "Student" includes all persons who are admitted and/or enrolled in credit or non-credit courses at 
WSU.  
20. "University" means Wichita State University (or "WSU").  
21. "University Official" includes any person employed by the University, performing  
their assigned responsibilities.  
22. "University Premises" includes all land, buildings, facilities, and other property in the possession of, 
owned, used, leased or otherwise controlled by the University (including adjacent streets and sidewalks).  
 
Jurisdiction  
The Student Code of Conduct governs individual and group Student behavior.  
1. University jurisdiction for violations of the Code encompasses:  

a. Conduct that occurs on University Premises or at a University-sponsored or related event.  
b. Conduct that occurs on premises owned, used by or under the control of an Organization.  
c. Conduct that occurs in or on shuttle buses, state vehicles, or other vehicles owned, used by or 

under the control of the University/State of Kansas;  
d. Off-campus conduct that seriously threatens the safety or well-being of other Wichita State 

University Students, Faculty, or Staff or University property or that adversely affects the 
University community or the pursuit of its objectives.  

e. Conduct that is addressed and/or prescribed by Chapter 19 of the WSU Policies & Procedures 
Manual relating to University computing and information technology resources.  

f. Conduct that occurs while earning any type of academic credit.  
g. Conduct that occurs during a Student’s enrollment at the University. The University may proceed 

with the conduct process in cases of alleged conduct violations after the Student  
h. is no longer an enrolled Student, if the alleged conduct occurred during the Student’s enrollment.  

 
2. Housing and Residence Life: Students residing in Housing and Residence Life are required to abide by 
the Code and Housing and Residence Life Policies. The Director of Housing and Residence Life or designee 
reserves the right to remove from Housing and Residence Life or relocate a Student who is charged with a 
Code violation pending a Hearing.  
 
3. Academic Colleges, University Departments, or Special Programs: Students are responsible for following 
guidelines, policies and procedures set forth by academic colleges, University departments, or special 
programs.  
 
4. Organizations: All Organizations are required to abide by the Code and policies outlined in the Student 
Organization Handbook issued by the Student Involvement office.  
 
Student and Organization Prohibited Conduct  
Any Respondent found to have committed, or to have attempted to commit, any act of misconduct 
described below is subject to conduct sanctions outlined in Section XIV.  
 
Abuse/Assault 
Physical abuse, verbal abuse, threats, intimidation, coercion, bullying, stalking, domestic violence, 
retaliation, discrimination and/or other conduct which threatens or endangers the health or safety of 
another person is prohibited. 
  
Abuse of the Student Conduct Procedures  
Engaging or participating in abuse of the Student conduct procedures is prohibited, including but not 
limited to:  
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a. Falsifying or misrepresenting information before a Conduct Officer or Hearing Board.  
b. Obstructing, disrupting or interfering with the orderly conduct of a Conduct Hearing.  
c. Instituting a conduct complaint knowingly without cause or initiating a false report/complaint.  
d. Attempting to discourage an individual's proper participation in, or use of, the Student conduct 
procedures.  
e. Attempting to influence the impartiality of a member of the Hearing Board or Conduct Officer prior to, 
during, and/or after a Conduct Hearing.  
f. Harassing (verbal or physical) and/or intimidating a member of the Hearing Board or Conduct Officer 
prior to, during, and/or after a Conduct Hearing.  
g. Failing to complete and/or comply with the assigned conduct sanctions according to the specified 
guidelines.  
h. Influencing or attempting to influence another person to commit an abuse of the Student conduct 
procedures.  
 
Academic Dishonesty 
Students who compromise the integrity of the classroom are subject to conduct action on the part of the 
University. Violations of classroom standards include:  
a. Cheating in any form, whether in formal examinations or elsewhere.  
b. Plagiarism, using the work of others as one's own without assigning proper credit to the source.  
c. Misrepresentation of any work done in the classroom or in preparation for class.  
d. Falsification, forgery, or alteration of any documents pertaining to academic records.  
 
A standard of honesty, fairly applied to all Students, is essential to a learning environment. Students 
violating such standards must accept the consequences; penalties are assessed by the course instructor or 
other designated people. Serious cases may result in discipline at the college or University level and may 
result in suspension or dismissal. Dismissal from a college for academic dishonesty constitutes dismissal 
from the University.  
 
Students accused of abridging a standard of academic honesty may utilize established academic appeal 
procedures. (See the Student Academic Honesty Policy at Section 2.17 of this manual.)  
 
Alcohol/Alcoholic Beverages  
Possession, use, manufacture, sale, or distribution of any form of alcoholic beverage (including cereal malt 
beverage) is not allowed on University Premises except as expressly permitted by University Policy. (See 
the Cereal Malt Beverage and Alcoholic Liquor Policy at Section 11.07 of this manual). University Officials 
reserve the right to confiscate or require Students and/or guests to dispose of alcohol in the presence of 
University Officials. Alcohol consumption can often lead to other violations of the Code. Evidence in a 
violation may indicate that the Student’s behavior was substantially altered as a result of the consumption 
of alcohol. The abuse of alcohol by any Student, whether or not of legal drinking age, and any 
inappropriate behavior that results from consumption of alcohol, including the ability to exercise care for 
one's own safety or the safety of others due in whole or in part to alcohol consumption, is considered a 
violation of the University alcohol Policy. The consumption of alcohol is not considered an excuse for 
misconduct.  
 
For the purpose of this section, individual Students or Organizations may be held responsible if alcohol is 
consumed by a “guest ” of legal age or a minor who is a visitor or participant in an event/activity 
sponsored by their Organization. In addition, the host may be held responsible for the actions of guests 
who have consumed alcohol. In addition, Organizations are required to abide by state laws and University 
policies concerning alcoholic beverages. Organizations are required to have their activities approved in 
writing by the group’s Faculty/Staff advisor. An Organization is responsible for ensuring that alcohol 
consumption in association with an Organization event does not detrimentally affect the health and well-
being of those attending the event and is responsible for ensuring that no person under the age of 21 
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possesses or consumes alcoholic beverages at the event. For events that are not Bring Your Own 
Beer/Alcoholic Beverage (BYOB), the University requires Organizations to utilize third party vendors in 
accordance Student Involvement policies for events where alcohol is present.  
 
Only Recognized Student Organizations may hold events involving alcoholic beverages off-campus that 
meet the following conditions:  

1. All events must be registered 10 Days prior to the event with the Student Involvement office 
using the RSO Registration Form for Events with Alcohol.  
2. 15 Days prior to an event with alcohol, Organizations must arrange a pre-event risk 
management meeting with the Center for Student Leadership.  
3. A Third Party Vendor Agreement Form, which can be obtained from the Student Involvement 
office, must be submitted with all registration documents. All events must utilize wristband as 
indicators of legal drinking age. Wristbands can be obtained free of charge from the Student  
Involvement office.  
4. Organizations may not advertise events involving alcohol that includes but not limited to, 
BYOB, drink specials, etc.  
5. No alcoholic beverage may be purchased using any Organization’s funds, or Student activities 
fees; nor may the purchase of alcohol for members or guests be undertaken or coordinated by 
any member in the name of, or on behalf of the Organization. The purchase or use of bulk 
quantity or common sources of such alcoholic beverages (kegs, punches or cases) are prohibited.  
6. Open events, meaning those with unrestricted access to non-members of the Organizations 
that are not utilizing third party vendors, where alcohol is present are prohibited.  
7. No members, collectively or individually shall purchase alcohol for, serve to, or sell alcoholic 
beverages to any person under the age of 21.  
8. No Organization may enter into an agreement to co-sponsor an event with an alcohol 
distributor, or tavern (tavern defined as an establishment generating more than half of the annual 
gross sales from alcohol) where alcohol is present.  
9. No event shall include any form of “drinking contest” or encourage the rapid/excessive 
consumption of alcohol in the activity or its promotion. 

 
Advertisement or Sponsorship of Activities, Events, or Programs Involving Alcohol by Students or 
Organizations  

a. Advertising or publicity of alcohol is not allowed in connection with student events, student 
activities, student projects or Organizations. Prohibited are words, symbols, logos, pictures or 
drawings that denote alcoholic beverages or the drinking of alcoholic beverages. Exempt from 
this are units promoting alcohol awareness/harm reduction educational campaigns.  
b. Sponsorship of University and University-related activities, events or programs by companies or 
entities that provide alcoholic beverages and products is prohibited.  
c. Promotional materials may not promote alcohol as the central theme or focus of the activity, 
including, but not limited to, the usage of terms such as “happy hour” or other language 
promoting drink specials.  

 
Assisting a Violation 
Assisting, hiring or encouraging another person to commit an act that violates the Code is prohibited.  
 
Bribery and Associated Acts 
Bribery, attempted bribery, acceptance of a bribe, or failure to report a bribe is prohibited. Acting or 
attempting to get money or anything else of value by violence, misuse of authority or improper threats is 
not allowed.  
 
Committing Acts of Dishonesty 
Include but are not limited to the following:  
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a. Engaging or participating in cheating; or plagiarism; forgery; or other forms of dishonesty. (Students 
committing acts of academic dishonesty are also subject to academic sanctions. See section on Academic 
Honesty.)  
b. Tampering with the election of any Organization.  
c. Attempting to represent the University, an Organization, or any recognized University body without the 
explicit prior consent of the officials of that group.  
d. Using an identification card that does not belong to you, and/or allowing someone to use your 
identification card.  
 
Cruelty to Animals  
Injuring or destroying any animal on University Premises is prohibited. This Policy does not apply to 
laboratory animals maintained by the University and/or to research approved by the Institutional Review 
Board. 
 
Damage/Destruction of Property  
Engaging or participating in acts of unauthorized possession, use, removal, defacing, tampering, damage, 
or destruction of University owned or leased property, equipment, programs or materials is prohibited. 
This also includes property, equipment, programs, or materials belonging to any Member of the University 
Community, guest, visitor, or contractor.  
 
Demonstration and Picketing  
Participating in a campus demonstration in contravention of University policies on First  
Amendment activities is prohibited. This includes riotous behavior which is defined as a disturbance with 
the intent to commit or incite any action that presents a clear and present danger to others, causes 
physical harm to others, or damages property. (See the Use of University Campus by Non-University 
Groups for First Amendment Activities Policy at Section 11.12 and the Use of University Campus by 
University Groups for First Amendment Activities Policy at Section 11.13 of this manual).  
 
Demonstration of Psychological or Physical Harm  
Any Student who demonstrates intent to harm herself/himself or otherwise poses a danger causing 
psychological or physical harm to self or others will be counseled by the Vice President for Student Affairs 
or designee, who will determine what action needs to be taken. Any Student who attempts to physically 
harm herself/himself or others will not be allowed to return to classes or the University residential 
community until such time as an appraisal has been made by a mental health professional designated by 
and/or approved the Vice President for Student Affairs or designee; failure to cooperate with this directive  
may result in immediate medical withdraw al of the Student. Any Student who demonstrates intent to 
harm herself/himself or others will be encouraged to contact a parent or guardian; provided, however, 
that should an appropriate University Official determine that the situation constitutes a medical 
emergency relating to the health and welfare of the Student, the Student's parent or guardian will be 
contacted by the University.  
 
Disruptive Behavior  
Disruptive behavior is defined as behavior that unreasonably interferes with classroom or other University 
activity or with the legitimate activities of any Member of the University Community. Examples of 
disruptive behavior include but are not limited to: public drunkenness, inciting riot, disturbance of the 
peace, loitering, fighting/physical altercations, obstructing traffic, abusiveness  
toward other individuals, use of obscene or abusive language, loud or unreasonable noise.  
 
Drugs and Drug Paraphernalia  
Students shall not manufacture, possess, use, deliver, sell, or distribute any controlled substance in 
violation of state law or federal law. Possession of drug paraphernalia is also prohibited. Substances 
prohibited under the Code shall include, but are not limited to: marijuana, hashish, amphetamines, 
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barbiturates, cocaine, heroin, lysergic acid (LSD), methaqualone, morphine, pentazocine, peyote, 
phencyclidine, and anabolic steroids, unless prescribed by a medical doctor.  
 
Falsification of Records  
Any Student who, for purposes of fraud or misrepresentation, falsifies, forges, defaces, alters, or mutilates 
in any manner any official University document or representation thereof may be subject to discipline. 
Some examples of official documents include, but are not limited to: identification cards, program 
requests, change slips, receipts, meal cards, parking permits, financial aid forms, applications, contracts, 
transcripts of credits, library documents, petitions for reclassification of residency status.  
 
Fire and Safety  
Committing acts or creating an environment which impedes on the safety of the University community is 
prohibited. Such acts include but are not limited to:  

a. Tampering with or misusing any fire equipment, safety equipment, or any devices designed to 
provide a safe environment.  
b. Failing to follow emergency procedures in case of actual emergency or in case of emergency 
procedure drills.  
c. Interfering with the response of University or municipal officials to emergency calls.  
d. Creating a fire hazard.  
e. Engaging in any activity which might disturb or endanger the safety of others or damage 
University property.  
f. Making false reports regarding an emergency including but not limited to: bomb threat or fire.  
g. Failing to report a fire or other emergency situation to authorities.  
h. Committing acts of arson.  
i. Possessing or using inflammable materials or hazardous materials on University property 
without proper authorization.  

 
Gambling  
Conducting, organizing or participating in any illegal gambling activity on University property is prohibited.  
 
Harassment  
Harassment, an intentional act, or series of acts, which is extreme or outrageous, or calculated to cause 
severe embarrassment, humiliation, shame or fright, or which is intended to intimidate or ridicule is 
prohibited. To constitute harassment, the conduct must be of such a nature that a reasonable person 
would not tolerate it. 
  
Hazing  
The University strictly prohibits any form of hazing. Hazing is an act or acts involving any activity which 
endangers the health or safety of a person, or subjects him or her to onerous, degrading or hazardous 
tasks, for the purpose of admission in to, or affiliation with any Organization. Said acts are considered 
hazing regardless of an individual's willingness to participate in the activity. Examples of hazing include, 
but are not limited to: paddling, creating excessive fatigue, work sessions, behavior or activities that 
promote physical or psychological intimidation/gaming, embarrassment, discomfort, harassment, wearing 
apparel which is conspicuous or intended to embarrass the wearer, public stunts, acts of buffoonery, any 
act(s) that are morally degrading, humiliating games/events, encouraging illegal or abusive use of 
alcohol/drugs, or acts that in any way distracts from an individual’s academic pursuit.  
 
Improper Distribution of Printed Materials  
Posting, affixing, or otherwise attaching written or printed messages or materials, e.g. posters, signs, 
handbills, brochures, or pamphlets, on or in unauthorized places including but not limited to trees, 
shrubbery, sidewalks, buildings, and lawn areas of the University is prohibited. (See the Poster/Flyer Policy 
for University Grounds and Facilities Policy at Section 11.10 of this manual).  
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Improper Response to a Request from a University Official  
Refusal of any Student while on University Premises to comply with an order from authorized officials to 
leave such premises or cease behavior that violates the Code is prohibited. It is the responsibility of each 
Student to answer promptly all written notices from University Officials. Failure to respond in a timely 
manner will be construed as a waiver of the Student's right to respond and, in appropriate circumstances, 
may result in disciplinary action on the part of the University.  
 
Keys/Unauthorized Entry  
Possessing, duplicating or using keys (including electronic card access) to any University building or facility 
without authorization by appropriate University Officials or committing an act of unauthorized entry into 
or use of University building or facilities is prohibited.  
 
Misrepresentation of Self  
Knowingly withholding information or giving false information verbally or in any document or materials 
submitted to any Member of the University Community is prohibited.  
 
Misuse of Computers  
Students are subject to all computer lab policies. Violations of these ethical standards and unauthorized or 
inappropriate use of computers is prohibited. Misuse includes but is not limited to:  

a. Unauthorized entry into a file, to use, read, or change the contents or for any other purpose.  
b. Unauthorized transfer of a file.  
c. Unauthorized use of another's identification and password.  
d. Use of computing facilities to interfere with the work of another Member of the University 
Community.  
e. Use of computing facilities to send obscene or abusive messages.  
f. Use of computing facility to interfere with normal operations of the University computing 
system.  
g. Unauthorized entry into or use of University facilities or property, entry or occupation at any 
unauthorized time, or any unauthorized or improper use of any University property, equipment 
or facilities prohibited.  
h. Damaging or altering records or programs.  
i. Furnishing false information. (See the Acceptable Use Policy at Section 19.01 and the University 
Information Technology Systems Relative to E-mail Policy at Section 19.05 of this manual.)  

 
Misuse of Communication Technology  
No Student shall misuse or abuse, or assist in the misuse or abuse of communication technology at the 
University. Misuse includes but is not limited to:  

a. any form of communication technology used to harass or threaten any person or persons, or  
b. any form of communication technology used to disrupt the normal operations or activities of 
any person, Organization, or the University.  
c. any unauthorized use of communications technology.  

 
Communication technology includes, but is not limited to: computers; cell phones; programmable 
calculators; pagers; personal data assistants (PDA’s), headsets; video cameras; electronic mail; social 
media; or printers.  
 
Sexual Misconduct  
Committing acts of sexual misconduct is prohibited. It is the Policy of the University that sexual misconduct 
by a Member of the University Community will not be tolerated. This Policy applies to all members of the 
University community: Students, Staff and Faculty.  
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Sexual misconduct encompasses "Sexual Exploitation," "Sexual Harassment," "Non-Consensual Sexual 
Contact," and "Non-Consensual Sexual Intercourse," and the legal definitions of sexual assault contained in 
state and federal law. Sexual misconduct can occur between strangers or acquaintances, including people 
involved in an intimate or sexual relationship. Sexual misconduct can be committed by men or by women, 
and it can occur between people of the same or different sex.  
 
"Effective Consent" means words or actions that show an active, knowing and voluntary  
agreement to engage in mutually agreed-upon sexual activity. Effective consent cannot be  
gained by force, by ignoring or acting in spite of the objections of another, or by taking  
advantage of the incapacitation of another, where the actor knows or reasonably should  
have known of such incapacitation. Effective consent is also lacking when the activity in  
question exceeds the scope of effective consent previously given.   
 
"Sexual Exploitation" means taking sexual advantage of another person without effective consent, and 
includes, without limitation, causing or attempting to cause the incapacitation of another person; causing 
the prostitution of another person; electronically recording, photographing, or transmitting intimate or 
sexual utterances, sounds or images of another person; allowing third parties to observe sexual acts; 
engaging in voyeurism; distributing intimate or sexual information about another person; and/or 
knowingly transmitting a sexually transmitted infection, including HIV, to another person. 
 
“Sexual Harassment” means unwelcome conduct (sexual advances, requests for sexual favors, written or 
spoken sexual expressions, or physical behavior of a sexual nature) under any of the following 
circumstances:  
1. Submission to such conduct is either an implied or expressed condition for instruction, employment, or 
other campus activity.  
2. Submission to or rejection of such conduct is used as a basis for evaluation.  
3. Such conduct has the purpose or effect of unreasonably interfering with performance or creating an 
intimidating, hostile, or demeaning environment.  
 
A Student who is sexually assaulted is strongly encouraged to report the information to the WSU Police 
Department and/or law enforcement officials of the city or county. The victim can contact the Office of 
Student Affairs if he or she does not wish to report the offense to the police or if he or she desires 
assistance in notifying such authorities. If the University is informed of an alleged act of sexual misconduct, 
the University is obligated to investigate the occurrence and to proceed with the conduct process if the 
alleged individual is a Student.  
 
Services are available on campus to assist the victims of sexual assault on an immediate and ongoing basis. 
Victims should seek medical attention immediately as it is important that medical evidence be preserved 
for the investigation of the incident. Medical follow-up is provided by Student Health Services or local 
hospitals. Counseling support is available through the Counseling and Testing Center, the Office of 
Multicultural Affairs, the Office of Student Conduct and Community Standards, and the Wichita Area 
Sexual Assault Center.  
 
Students who wish to seek a change in housing arrangements are encouraged to contact Housing and 
Residence Life. Changes will be accommodated as reasonably available. Academic assistance is provided 
through the dean’s office of the Student's academic college. Other assistance is available through the 
Office of Student Affairs and Student Conduct and Community Standards.  
(See the Prohibiting Sexual Harassment Policy at Section 3.06, the Prohibiting Sexual Harassment of 
Students Policy at Section 8.11 and the Sexual Assault Policy at Section 8.16 of this manual.)  
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Smoking  
Smoking, including E-cigarettes is prohibited in all buildings to provide a smoke-free environment for 
Students, Faculty, Staff and visitors. Smoking within a ten foot radius outside of any doorway, open 
window or air intake leading into any building or facility is also prohibited. (See the Smoking Policy Section 
11.08 of this manual.)  
 
Solicitation  
Engaging in unauthorized canvassing or solicitation is not allowed.  
 
Theft  
The unauthorized taking, embezzlement, misappropriation, possession, or attempt to do same, of 
property owned or maintained by the University, by any person on University Premises, or by any person 
attending a University-sponsored event is not allowed. Attempted or actual theft of and or damage to 
property of the University or property of Member of the University Community or other personal or public 
property is prohibited.  
 
Violation of Federal or State Laws, County or City Ordinances  
University conduct procedures may be instituted against a Student charged a violation of a law or 
ordinance and is also a violation of this Code (if both violations result from the same factual situation) 
without regard to the pendency of civil or criminal litigation in court or criminal arrest and prosecution. 
Proceedings under this Code may be carried out prior to, simultaneously with, or following civil or criminal 
proceedings off-campus. Determinations made or sanctions imposed under the Code shall not be subject 
to change because criminal charges arising out of the same facts giving rise to violation of the Code were 
dismissed, reduced, or resolved in favor of or against criminal law defendant. 
 
When a Student is charged by federal, state, or local authorities with a violation of law or ordinance, the 
University will not request or agree to special consideration for that individual because of his or her status 
as a Student. If the alleged offense is being processed under the Code, however, the University may advise 
off-campus authorities of the existence of the Code and of how such matters will be handled within the 
University community. The University will fully cooperate, to the extent permitted and consistent with the 
law, with law enforcement and other agencies in the enforcement of criminal law on campus and in the 
conditions imposed by criminal courts for the rehabilitation of Student. Members of the University 
Community, acting in their personal capacities, remain free to interact with governmental representatives 
as they deem appropriate.  
 
Violation of Program and Department Policies, Rules or Regulations 
Students are expected to comply with all policies, rules and regulations that are specific to various 
departments and facilities on campus.  
 
Weapons 
Ammunition and weapons, as defined below, are prohibited on University Premises unless in the 
possession of a law officer. Engaging or participating in unauthorized possession or use of explosives, 
firearms, weapons, or other hazardous objects or substances is not allowed. Weapons, explosives and 
other hazardous objects or substances covered by this regulation shall  
include, but not be limited to the following:  

a. Any object or device which will, is designed to, or may be readily converted to expel bullet, shot 
or shell by the action of an explosive or other propellant;  
b. any handgun, pistol, revolver, rifle, shotgun or other firearm of any nature, including concealed 
weapons licensed pursuant to the Personal and Family Protection Act, and amendments thereto;  
c. any BB gun, pellet gun, air/CO2 gun, stun gun or blow gun;  
d. any explosive, incendiary or poison gas (A) bomb, (B) mine, (C) grenade, (D) rocket having a 
propellant charge of more than four ounces, or (E) missile having an explosive or incendiary char 
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ge of more than 1/4 ounce;  
e. any incendiary or explosive material, liquid, solid or mixture equipped with a fuse, wick or other 
detonating device;  
f. any tear gas bomb or smoke bomb; however, personal self-defense items containing mace or 
pepper spray shall not be deemed to be a weapon for the purposes of this Policy;  
g. any knife, commonly referred to as a switch-blade, which has a blade that opens automatically 
by hand pressure applied to a button, spring or other device in the handle of the knife, or any 
knife having a blade that opens or falls or is ejected into position by the force of gravity or by an 
outward, downward or centrifugal thrust or movement;  
h. any straight-blade knife of four inches or more such as a dagger, dirk, dangerous knife or 
stiletto; except that an ordinary pocket knife or culinary knife designed for and used solely in the 
preparation or service of food shall not be construed to be a weapon for the purposes of this 
Policy;  
i. any martial arts weapon such as nun chucks and throwing stars;  
j. any longbow, crossbow and arrows or other projectile that could cause serious harm to any 
person;  
k. all fireworks;  
l. any operative animal trap or device that is used to ensnare animals (with the exception of mist 
nets used to snare birds or devices used by Physical Plant personnel or the University Police 
Department to control wild animals on campus). (See the Prohibiting Weapons on University 
Property Policy at Section 11.19 of this manual.)  

 
Student Conduct Procedures 
I. Reporting an Incident 

a. Any individual can report an incident by submitting a written complaint to the Student Conduct 
and Community Standards Office or through the online reporting system. The written complaint 
will be shared with the Respondent during the conduct process.  

II. Initial Review by Conduct Officer 
a. The Conduct Officer shall make an initial determination as to whether there is sufficient basis 
to believe that a violation of the Code may have occurred and if there is jurisdiction to consider 
the complaint under the Code.  

i. To assist in making this initial determination, the Conduct Officer may interview the 
complainant and/or other witnesses, or request additional information from the 
Complainant.  

b. If the Conduct Officer determines there is insufficient information to believe a violation of the 
Code has occurred, the case will be closed.  
c. If the Conduct Officer determines there is sufficient information to believe a violation of the 
Code may have occurred, the Conduct Officer will:  

i. Notify the Respondent, in writing, of the alleged violations of the Code and of the 
opportunity to meet with the Conduct Officer, in a Prehearing Conference, to review the 
conduct process and procedures.  
ii. When a Student Organization is a Respondent, the president will act as the 
representative of the Organization throughout the conduct process. The president may 
designate this responsibility to another officer of the Organization by notifying the 
Conduct Officer Director in writing at least three (3) Days prior to the scheduled Hearing.  
iii. Notifications shall include the following:  

1. The date of the complaint; the alleged Code violation(s); a brief summary of 
the alleged conduct; the time, date and location of the Hearing; and the contact 
information for the Conduct Officer assigned to the case.  
2. Information about the option of a Prehearing Conference.  

a. The purpose of the Prehearing Conference is to insure that the 
Respondent is sufficiently familiar with the Code (including the conduct 
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regulations and process) in order to accurately prepare and present a 
response to the alleged violations. The Respondent is responsible for 
scheduling a Prehearing Conference by the deadline provided in the 
notification. A Prehearing Conference must be scheduled no later than 
three (3) Days prior to the Conduct Hearing or Conduct Board Hearing.  

iv. The Conduct Officer may interview witnesses and review documentation in 
preparation of the Hearing.  

d. If the Conduct Officer determines, after initial review, the alleged conduct may justify expulsion 
or suspension, the Hearing shall be conducted by a Hearing Board, unless the Respondent or 
Complainant requests a Conduct Hearing. A request for a Conduct Hearing must be submitted at 
least three (3) Days prior to the scheduled Hearing.  
e. Cases that will not result in suspension or expulsion shall be conducted as a Conduct Hearing.  
f. During initial review period, the Respondent may admit the charges or decline to contest such 
charges, although not actually admitting guilt The Conduct Officer will explain to the Respondent 
the potential consequences of such action.  

III. Student Rights and Responsibilities  
a. The Respondent shall be presumed not to have violated the Code unless it is proven that it is 
more likely than not that a violation of the Code has occurred.  
b. The Respondent and Complainant are entitled to have an advisor present through the process. 
The advisor may be a parent, attorney, or other designee. Respondents or Complainants who 
wish to bring an attorney shall notify the Student Conduct and Community Standards Office three 
(3) Days prior to the Hearing so that a representative of the University General Counsel’s Office 
may be present to advise the Conduct Officer or Hearing Board. Neither advisor nor counsel may 
speak for or appear in lieu of the Respondent, Complainant, Conduct Officer or Hearing Board.  
c. The Respondent and Complainant shall have the right to bring forth witnesses or provide 
written evidence of the alleged conduct violation.  
d. The Respondent may schedule an appointment with the Director to review the documentation 
related to the complaint prior to the Hearing.  
e. Hearings are scheduled a minimum of five (5) Days from the date of Hearing notification to 
allow the Respondent sufficient time to prepare a response.  
f. Any request for a postponement of the Hearing, with reasons to support the request, must be 
submitted in writing prior to the scheduled Hearing to the Conduct Officer, who will determine 
whether a delay will be granted.  
g. In the event the University needs to postpone the date of a Conduct Hearing, the Respondent 
shall be notified prior to the scheduled Hearing. The Respondent will receive a notification of the 
new Hearing at least five (5) Days prior to the new Hearing date.  
h. Respondents are expected to give priority to requests made by a Conduct Officer. Failure to be 
present for the scheduled Hearing may result in a decision based on the information in the 
complaint and any subsequent investigation.  

IV. Hearing Information  
a. If at any point during the conduct process the Conduct Officer determines there is insufficient 
information to proceed, a case may be dismissed.  
b. If at any point during the conduct process, prior to the Hearing, the Conduct Officer determines 
additional violations may exist, the Respondent shall be notified in writing of any such additional 
violations prior to the Hearing. This may result in the Hearing being rescheduled.  
c. If additional information is revealed during the Hearing which may result in further violations of 
the Code, the Conduct Officer or Hearing Board chair shall notify the Respondent in the Hearing.  
d. If information provided leads to the possibility of suspension or expulsion, the Conduct Officer 
will conclude the Conduct Hearing without a decision and refer the complaint to the Hearing 
Board. The Respondent may waive the right to appear before a Hearing Board and request a new 
Conduct Hearing. 
e. All Hearings will be recorded. The recording remains a part of the official conduct file and will 
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be used for the appeal process. 
f. The Conduct Officer or Hearing Board chair has the discretion to limit admissibility of evidence 
or testimony based on relevance, repetition, and credibility. The rules of evidence do not apply to 
Hearings.  
g. In Hearings that involve a crime of violence, as defined in the Jeanne Clery Disclosure of 
Campus Security Policy and Campus Crime Statistics Act (Clery Act), the Conduct Officer will 
inform the Complainant of the outcome, including any sanctions, in writing, within five (5) Days of 
conclusion of the Hearing.  

V. Conduct Hearing Process  
a. Cases referred for Conduct Hearing shall be heard by the Conduct Officer. The Conduct Officer 
shall review all available information with the Respondent at the Conduct Hearing, which will 
include:  

i. An opportunity to review the complaint.  
ii. A summary of the fact-finding investigation which has taken place.  
iii. A reasonable opportunity for the Respondent to reflect upon and respond, verbally or 
in writing, to the allegations made in the complaint and any subsequent investigation.  
iv. An explanation of the applicable conduct procedures, including the Student's right to 
request an appeal.  

b. Following the conclusion of the Conduct Hearing: 
i. The Conduct Officer shall determine if it is more likely than not that a violation of the 
Code has occurred based on all information presented.  
ii. The Conduct Officer shall inform the Respondent of the decision, in writing, within five 
(5) Days of conclusion of the Conduct Hearing.  
iii. The written decision will include a statement of the charges; the Conduct Officer’s 
determination; the sanction to be imposed, if any; and information about the appeal 
process.  

VI. Hearing Board Membership 
a. The Hearing Board will include: two (2) Faculty, two (2) Students, and two (2) Staff. In addition, 
a University Conduct Officer not previously involved with the incident or investigation shall serve 
as an advisor of the Hearing Board as a non-voting member.  
b. One (1) Student member shall be appointed by the Student Government Association; one (1) 
Student member shall be appointed by a Housing and Residence Life governing board. Faculty 
shall be appointed by the Faculty Senate, and Staff shall be appointed by the Director.  
c. Quorum for the Hearing Board is a minimum of three (3) members, one (1) of whom must be a 
Student. A quorum is necessary to convene a Conduct Board Hearing.  
d. Selections and appointments to the Hearing Board shall be for two (2) academic years.  
e. All selected Hearing Board members will be required to attend a training session. Only trained 
members can hear cases.  
f. The Director may remove a Hearing Board member if the Director reasonably determines there 
is a conflict.  

VII. Conduct Board Hearing Process  
a. Cases referred for a Conduct Board Hearing will be heard by the Hearing Board as established 
in section V above.  
b. Two or more Respondents may be asked to participate in a joint Hearing if they are alleged to 
have taken part in the same incident, act, event, or series of related acts. The alleged conduct 
violation(s) need not be identical for participation in a joint Conduct Board Hearing.  
c. In situations involving two or more Respondents, any Respondent may choose to have the case 
heard independently of the other Respondents. The request must be submitted in writing to the 
Student Conduct and Community Standards Office at least three (3) Days prior to the scheduled  
Hearing. The Conduct Officer will schedule a separate Conduct Board Hearing.  
d. Respondent, Complainant or any member of the Hearing Board may request a recess. Recesses 
should be kept short and to a minimum. If recesses become excessive in number or in length, the 
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person asking for a recess may be asked to provide a reason for the request. The Hearing Board 
chair may approve or deny a request for a recess.  

VIII. Conduct Board Hearing Procedures  
a. The Hearing Board chair begins the Hearing by introducing the parties involved and reading the 
alleged violation(s) of the Code.  
b. Witnesses are notified that they are to be truthful and that matters presented in a Hearing 
shall be kept confidential, unless disclosure is required by applicable laws and/or University 
policies. Witnesses will remain outside the Hearing room until called to appear before the Hearing 
Board.  
c. The Complainant presents an opening statement. (5 minute limit)  
d. The Respondent presents an opening statement. (5 minute limit)  
e. The Complainant presents witnesses and/or information in the order that he/she chooses.  
f. Following each witness, the Respondent is given an opportunity to question that witness. An 
opportunity for further questioning of the witnesses by the Complainant and Respondent is 
provided as deemed necessary or appropriate by the chair.  
g. Following the completion of the questioning of each witness by the Complainant and the 
Respondent, the Hearing Board may question the witness.  
h. At the conclusion of the Complainant's presentation, the Respondent presents witnesses 
and/or information.  
i. Following each witness, the Complainant is given an opportunity to question that witness. An 
opportunity for further questioning of the witnesses by the Complainant and Respondent is 
provided as deemed necessary or appropriate by the chair.  
j. Following the completion of the questioning of each witness by the Complainant and the 
Respondent, the Hearing Board may question the witness.  
k. If documentary or tangible information is presented, the Complainant and the Respondent may 
comment on the information or item(s) at the time it is presented.  
l. Following the completion of the Respondent’s case, the Hearing Board may recall any witnesses 
for further questioning.  
m. The Complainant may give a closing statement. No new information is allowed to be 
introduced during Complainant's closing statement. (5 minute limit)  
n. The Respondent may give a closing statement. No new information is allowed to be introduced 
during Respondent’s closing statement. (5 minute limit)  
o. The formal Hearing is concluded.  
p. At the conclusion of the Conduct Board Hearing, the Hearing Board shall deliberate in closed 
session. After deliberation and vote, the decision of the Hearing Board will be forwarded to the 
Student Conduct and Community Standards Office.  
q. Decisions by the Hearing Board shall be determined by a majority vote.  
r. The Hearing Board chair shall advise the Respondent of the decision in writing within five (5) 
Days of the Hearing.  

IX. Mediation  
a. Some alleged Code violations may be resolved through mediation. Mediation is a voluntary 
process that utilizes an impartial, neutral third -party who acts as a facilitator to help the parties 
reach a mutually acceptable outcome.  
b. Requests for a conflict to be resolved through mediation can be made in writing to the Director 
by either party. Requests must be made prior to a scheduled Hearing.  
c. The Director will determine if the conflict can be reasonable handled by mediation instead of a 
Hearing.  
d. All parties involved in the conflict must agree on utilizing mediation and will share any costs 
associated.  

X. Confidentiality  
Upon the conclusion of a Hearing, all documents pertaining to the complaint shall be returned to the 
Student Conduct and Community Standards Office for processing. These documents include, but are not 
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limited to the following: incident reports, police reports, written statements, as well as any personal notes 
taken during the Hearing. The Hearing Board members are also required to refrain from discussing the 
outcomes of a Hearing beyond the confines of the Hearing.  
XI. Appeals of Conduct Hearings  

a. Respondent or Complainant, as applicable, are granted one (1) appeal request, which must be 
made in writing.  
b. Appeal requests must be filed with the designated Appeal Officer, as stated in the outcome 
letter, no later than ten (10) Days following notification of the decision.  
c. Except as required to explain the basis of new information, an appeal shall be limited to a 
review of the record of the initial Hearing and supporting documentation for one or more of the 
following purposes:  

i. To determine whether the original Hearing was conducted in conformity with 
prescribed procedures.  
ii. To determine whether the decision reached was reasonably supported by the record.  
iii. To determine whether the sanction(s) imposed were appropriate and reasonable for 
the Code violation(s).  
iv. To consider new information, it must be shown that such information and/or facts 
were not known or reasonably could not have been known to the Respondent or 
Complainant at the time of the original Hearing, and such new information may be 
sufficient to alter the initial decision.  

d. The Appeal Officer shall render a decision which affirms, denies or modifies the original 
decision. The severity of the sanction shall not be increased. The Appeal Officer shall issue a 
written decision no later than ten (10) Days following receipt of the appeal.  
e. When it becomes necessary to conduct further investigation or to remand the matter to the 
Conduct Officer or Hearing Board, the written decision will be transmitted no later than ten (10) 
Days following completion of the investigation or the subsequent decision of the Conduct Officer 
or Hearing Board. If additional investigation or further proceedings are necessary under this 
provision, Respondent and/or Complainant shall be given notice and an opportunity to respond.  

XII. Temporary Conduct Suspension  
a. The Vice President for Student Affairs may temporarily suspend a Respondent prior to a 
Hearing if the Vice President for Student Affairs determines that the Respondent's conduct 
presents a danger to himself/herself or the University community. Suspension may be imposed 
only (a) to ensure the safety and well-being of members of the University community or 
preservation of University property; (b) to ensure the Student's own physical or emotional safety 
and well-being; or (c) if the Student poses a definite threat of disruption of or interference with 
the normal operations of the University.  
b. The Vice President for Student Affairs shall notify the Respondent of the temporary suspension 
in writing. The suspension will become effective immediately upon receipt of notice.  
c. A Respondent who is temporarily suspended for an interim period shall be provided an 
opportunity to respond to the allegations no later than three (3) Days following the effective date 
of the temporary suspension.  

i. The purpose of this response is to determine only if the suspension shall remain in 
place pending the outcome of the official Hearing.  

d. Prehearing restrictions may include but are not limited to: A temporary residence hall 
suspension, mandate temporary room reassignment or other restrictions; restrictions to the 
privileges granted to Recognized Student Organizations, or other rights associated with an 
Organization; denied access to the residence halls and/or the campus (including classes) and/or 
all University activities or privileges for which the Student might otherwise be eligible.  
e. Whenever a temporary suspension is imposed:  

i. The Director or designee shall convene a disciplinary proceeding in a timely manner.  
ii. The interim sanction may remain in effect until  

1. The Vice President for Student Affairs determines that the reasons for 
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imposing the temporary suspension no longer exists, or  
2. A final outcome of the Conduct Hearing has been determined.  

XIII. Emergency Contact/Parental Notification Process  
If a Hearing results in a finding of an alcohol or drug violation, the following University Policy will  
be utilized to notify parents:  

a. Parental/Legal Guardian Notification of Alcohol Violations  
i. First violation: Unless there are extenuating circumstances, the University will generally 
not notify parents or legal guardians of Students under the age of 21 of first time 
violations. Parents/legal guardians may be notified if any of the following occurs as a first 
violation:  

1. The Student demonstrates a reckless disregard for his or her personal safety 
or the safety of others while under the influence of alcohol;  
2. Medical attention is required for any person as a result of the Student’s 
alcohol-related behavior, including the Student;  
3. There is property damage;  
4. The Student operates a motor vehicle under the influence of alcohol;  
5. The incident involves another serious incident;  
6. The Student is arrested or taken into custody by University Police or other 
law enforcement entity while under the influence of alcohol or other drugs.  
7. The Student is charged with violating a federal, state, or local law related to 
the consumption, possession, sale, dispensation, use or distribution of alcoholic 
beverage;  
8. The Student’s violation results in a temporary or permanent separation from 
the University (e.g. suspension, expulsion, or termination of a housing contract, 
etc.).  
9. Other appropriate circumstances as determined by the Vice President for 
Student Affairs or designee.  
ii. Second and subsequent violations: The University will notify parents and legal 
guardians of all second and subsequent alcohol-related violations. For purposes 
of determining what constitutes a second or subsequent violation, multiple and 
related violations during a single incident will be treated as one violation. 
Alcohol-related violations occurring prior to the implementation of this 
parental/legal guardian notification Policy will not be considered.  

b. Parental/Legal Guardian Notification of Drug Violations 
i. The University will notify parents or legal guardians of Students under the age of 21 
who are inviolation of the drug and paraphernalia policy.  

c. Guidelines and Principles for Parental/Legal Guardian Notification 
i. If the University chooses to notify a Student’s parent or legal guardian, it will be done 
in writing or by telephone. The notification will include that the Student has been found 
responsible for violating the Wichita State Student Code of Conduct alcohol and/or drug 
policies.  
ii. Prior to notification, the University will attempt to consult with the Student and, 
consistent with promotion of personal accountability, encourage the Student to advise 
his/her parent or legal guardian before the University sends its notification.  
iii. The University will notify the Student's parent or legal guardian only after (i) the 
Student has been found responsible for violating the Wichita State Student Code of 
Conduct alcohol and/or drug policies and (ii) time for the appeal process has expired.  
iv. The University will keep a record of the parental/legal guardian notification in the 
Student’s discipline file.  
v. The Director or designee will be responsible for notifying parents or legal guardians.  

XIV. Sanctions 
a. Expulsion: Permanent separation of the Respondent from the University. An indication of 
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expulsion may appear on the Respondent's transcript. The expelled Respondent shall not 
participate in any University-sponsored activity and shall be barred from University Premises.  
b. Suspension: Separation of the Respondent from the University for a specified period of time 
not exceeding four (4) semesters or two (2) years. An indication of suspension may appear on the 
Respondent's transcript. A suspended Respondent shall be barred from the University Premises 
and shall not participate in any University-sponsored activity, except where prior approval has 
been granted by the Director.  
c. Probation: Probation is the conditional continuation of a Respondent for a specified period of 
time. This status implies that further violation of the Code may result in other sanctions being 
imposed which may include suspension or expulsion.  
d. Warning: A warning is a written statement of Respondent’s guilt for a violation of the Code 
with caution that further violations may result in additional sanctions.  
e. Housing Contract Termination: Students living on Housing and Residence Life property violating 
Policy the Code are subject to conduct action which could result in the termination of the 
contract at the expense of the resident.  
f. Other Sanctions: Other sanctions may be applied to cover specific situations or conditions.  
Sanctions that suspend a Respondent’s privileges shall have a set time of duration indicating 
when and under what conditions the Respondent may regain the privilege. Other sanctions may  
include but are not limited to:  

i. Restitution or replacement of lost, damaged, or stolen property.  
ii. Payment for damage or personal injury.  
iii. Suspension of privileges from University sponsored events.  
iv. Suspension of privileges to use certain University facilities.  
v. Suspension of privileges to represent the University.  
vi. Suspension of privileges to occupy an office in a recognized Student Organization.  
vii. Community service work to be assigned.  
viii. Referral for alcohol or drug abuse counseling or education.  

XV. Student Conduct Records  
a. The Director may place a hold on a Student's academic and other institutional records should 
the Student refuse to respond to, or comply with, the conduct procedures or sanctions imposed 
in accordance with these rules.  
b. Conduct records of Students or Organizations found to have violated the Code shall be retained 
as directed by the Retention of University Records Policy in Section 20.23 of this manual.  
c. If the final determination is that no violation has occurred, then all documentation relating to 
that charge shall be purged from the record, which is kept in the Student Conduct and 
Community Standards Office.  
d. Conduct records designated as permanent shall not be voided without unusual and compelling 
justification.  
e. Conduct records are considered to be educational records and are not open to the public.  

XVI. Interpretation and Revision 
a. Any question of implementation/application of the Code shall be referred to the Director or 
designee for final determination.  
b. The Code shall be reviewed every three (3) years under the direction of the Director.  
c. The Director is that person designated by the University President to be responsible for the 
administration of the Code.  

XVII. Implementation 
a. This Policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University.  
b. The Vice President for Student Affairs and the Director of Student Conduct and Community 
Standards shall have primary responsibility for the publication and distribution of this University 
policy.  
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45 
45.1 

University Libraries Faculty Toolbox 
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53 
54 
56 
57 
64 

53.1 
OneStop Student Services Help Center provides students with the resources to get technical support, 
and connects students to resources such as financial aid, admissions, registration all from one place.  
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There is a comprehensive self-service database that students can use to answer most common FAQ’s 
regarding online education. 
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Students can login using their myWSU ID and generate a ticket requesting specific help. The tickets are 
routed to the correct University department and handled promptly by the office staff. 
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55 
55.1 

Wichita State University Counseling and Testing Center website directs students to the appropriate 
resources. 
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58 
58.1 

The Office of Disability Services website direct students to the appropriate resources. 
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