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County College of Morris Mission Statement 
County College of Morris is committed to excellence in teaching and lifelong 

learning through the delivery of exceptional programs and services to our students 

and to the larger community that reflect a dedication to inclusiveness and diversity, 

educational advancement, cultural enrichment and workforce development. 

 

 

Virtual Campus Mission Statement 
The Virtual Campus is committed to inclusiveness, diversity, high-quality and a 

“learning without borders” experience for all without the need to access a physical 

campus to engage in 

 

Learning about the global Community. 

 Connecting learning with real-world applications. 

 Gaining Mastery of the principles and skills needed for the 

workforce. 
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Definition of Distance Education  
 

Distance Education - As defined by the United States Department of Education’s 

Electronic Code of Federal Regulations (as of July 1, 2021) —  

 

The final definition of distance education in 600.2 reads as follows: 

 

Education that uses one or more of the technologies listed in paragraphs (1)(i) 

through (1)(iv) of this definition to deliver instruction to students who are 

separated from the instructor or instructors, and to support regular and substantive 

interaction between the students and the instructor or instructors, either 

synchronously or asynchronously. 

The technologies that may be used to offer distance education include — 

1. The internet; 

2. One-way and two-way transmissions through open broadcast, closed circuit, 

cable, microwave, broadband lines, fiber optics, satellite, or wireless 

communications devices; 

3. Audio conferencing; or 

4. Other media used in a course in conjunction with any of the technologies 

listed in paragraphs (1)(i) through (1)(iii) of this definition. 

For purposes of this definition, an instructor is an individual responsible for 

delivering course content and who meets the qualifications for instruction 

established by the institution’s accrediting agency. 
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Regular and Substantive Interactions 
 

Revised definition of Distance Education and "regular and substantive interaction". 

The new definitions are effective on July 1, 2021.  

For purposes of this definition, substantive interaction is engaging students in 

teaching, learning, and assessment, consistent with the content under discussion, 

and also includes at least two of the following— 

1. Providing direct instruction; 

2. Assessing or providing feedback on a student’s coursework; 

3. Providing information or responding to questions about the content of a 

course or competency;   

4. Facilitating a group discussion regarding the content of a course or 

competency; or, 

5. Other instructional activities approved by the institution’s or program’s 

accrediting agency. 

An institution ensures regular interaction between a student and an instructor or 

instructors by, prior to the student’s completion of a course or competency— 

1. Providing the opportunity for substantive interactions with the student on a 

predictable and scheduled basis commensurate with the length of time and 

the amount of content in the course or competency; and 

2. Monitoring the student’s academic engagement and success and ensuring 

that an instructor is responsible for promptly and proactively engaging in 

substantive interaction with the student when needed, on the basis of such 

monitoring, or upon request by the student. 
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CCM Distance Education Course Location Designations 
 

Hybrid (HYBR) 

Hybrid courses are a combination of the traditional face-to-face instruction and 

remote/online sessions. This may include some on-campus labs with remote 

lecture, reduced in-classroom time, or other instructional designs that meet the 

needs of the course materials. 

 

Online (ONL) 

Online courses are designed to be taught in an online setting. Unless otherwise 

noted, online courses were developed to be taught without specific meeting times. 

 

Online - Virtual Campus (VIR) 

Fully online courses, certificates, or programs designed to provide students quality 

distance education consistent with the Virtual Campus' mission. There is no on-

campus requirement. 

 

Remote 

Remote classes are completely online but include scheduled virtual meeting times 

to occur with the class is listed to meet on Titans Direct. 
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Virtual Campus Teams 
1. Advisory Team 

The function of the Advisory Team is to collaborate and advise the Office of 

Virtual Campus as it develops and carries out initiatives, practices, 

processes, and decisions. 

 

A. Members 

a. One (1) School Dean – Appointed by Vice President of Academic 

Affairs 

b. Center for Teaching and Learning (Co-) Director(s) 

c. Director of Network and Systems 

d. One (1) Systems Programmer 

e. One (1) Institutional Effectiveness Member 

f. One (1) Workforce Development Member 

g. Two (2) Division of Business and Finance – Appointed by Vice 

President of Business and Finance 

h. Two (2) Division of Student Enrollment and Management – 

Appointed by Vice President of Student Enrollment and Management 

i. Two (2) Full-Time Faculty Member from each School – Appointed by 

Appropriate School Dean 

j. One (1) Adjunct Faculty Member from each School – Appointed by 

Appropriate School Dean 

k. Two (2) Students – Recommended by Director, Office of Campus 

Life 
 

2. Program Quality Team  

The function of the Program Quality Team is to assure quality of the course 

design of all Distance Education courses with the use of Quality Matters 

rubric.  Members of the Program Quality Team and Peer Coaches conduct 

the Course Coaching Process (described in the following section), make 

recommendations to the Office of Virtual Campus, and collaborate with 

Subject Matter Expert(s) to address any revisions emerged from the Course 

Review Process. 

 

All members of the Program Quality Team and Peer Coaches must complete 

Quality Matters Online Teaching Certificate. 
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A. Members 

*Members of the Program Quality Team may also serve as Peer 

Coaches. 

a. Two (2) Co-Leaders – Initially recommended by School Deans to be 

on the Team and then appointed by the Dean of Virtual Campus 

b. One (1) Center for Teaching and Learning Director 

c. Two (2) Full-Time Faculty Member from each School – 

Recommended by Appropriate School Dean 

 

B. Peer Coaches 

Faculty members who have completed Quality Matters Online Teaching 

Certificate and have expressed interest to be Peer Coaches. 

 

3. Student Learning Experience Team 

The function of the Student Learning Experience Team is to inform, 

collaborate, and advise the Office of Virtual Campus on its initiatives, 

practices, processes, and decisions from the students’ perspective. 

 

*There will be no Administration or faculty presence to ensure an 

environment for students to speak freely and honestly. 
 

A. Members 

a. Coordinator of Virtual Campus Services 

b. Minimum of six (6) students 

a. Based on recommendations from Director, Office of Campus 

Life, faculty, staff, and administration 

b. Volunteers 



 

**QM Rubric has been identified in the 2018-2020 Strategic Plan as the measure for online 
courses, as well as suggestions/recommendations from the 2018 Middle States Team. 
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Virtual Campus Focus 

The Virtual Campus will focus its collaborative course design efforts with: 

1. Identified academic certificate and degree programs 

2. Identified Workforce Development programs  

3. Requested individual courses by an academic department 

 

*For individual hybrid and/or online courses that do not fall under the Virtual 

Campus, department chairpersons and school deans will continue to be 

responsible to ensure compliance (regulatory and accreditation) and course 

quality assurance (meet Quality MattersTM Standards and Universal Design for 

Learning principles).  

Virtual Campus Requirements 
1. Training is required for the following (see page 16) 

a. Faculty members teaching any Virtual Campus course 

b. Faculty members who have never taught a distance education 

(hybrid, online, and/or Virtual Campus) course 

c. Faculty members who are teaching a distance education course that 

they have not taught before 

d. Faculty members teaching in a type of distance education course 

that they have not taught before  

2. Course Design or Course Redesign Process (see page 13)  

3. Model Courses (see page 15) 

At the end of the course design or course redesign process, the resulting 

course will become that department’s model for future online or hybrid 

(whichever was created) sections of that course for use through Virtual 

Campus. Each Academic Department determines how the model course 

should be utilized within their department, but, at the very least, each 

iteration of that course should include the agreed upon structure that 

aligns with Quality Matters, and each iteration should also include the 

course learning outcomes and learning objectives that are consistent with 

the course outline from the Curriculum Committee, as with any other 

course on campus. The model course will also contain sample content 

resources, sample activities, sample assessment, and other College 

resources, that the department can require – or not require – each of its 

faculty members to use. All revisions must be documented and reported 

(see page 15 for details). 



 

**QM Rubric has been identified in the 2018-2020 Strategic Plan as the measure for online 
courses, as well as suggestions/recommendations from the 2018 Middle States Team. 
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Course Design Principles and Guidelines 
The same course rigor is applied to all Virtual Campus courses as are applied to 

traditional classroom courses offered at CCM.  To ensure course rigor, Virtual 

Campus courses align with Curriculum Committee approved course outlines. 

  

The Virtual Campus Office collaborates with faculty members to redesign courses 

and to complete a comprehensive Distance Education Facilitation professional 

learning series with its mission statement as its compass.  The course redesign 

process will focus on providing high engagement pedagogy and incorporating 

principles of Universal Design for Learning (UDL).  To facilitate the course design 

process, The Virtual Campus Office will use Quality MattersTM and the Social 

Presence Model (Whiteside, 2015) to collaborate with faculty members to design 

distance education courses. 

 

Quality Matters (QM) distance education course design has become a standard for 

many schools across the nation. The following instructional course design 

standards are adopted from QM Rubric Standards* to guide the faculty in the 

development (and evaluation) of Virtual Campus courses at CCM to ensure 

quality. 

 

Quality Matters Eight General Standards (6th Edition) are: 

1. Course Overview and Introduction 

2. Learning Objectives (Competencies) 

3. Assessment and Measurement 

4. Instructional Materials 

5. Learning Activities and Learner Interaction 

6. Course Technology 

7. Learner Support 

8. Accessibility and Usability** (Does not guarantee meeting local, state, and 

federal regulations 

 

NOTE:   

1. All distance education courses offered through the Virtual Campus are 

required to be designed in collaboration with an Instructional Designer or 

another personnel assigned by the Dean of the Virtual Campus. 

2. Academic Deans, Department Chairs, and/or Assistant Department Chairs 

evaluating any Distance Education courses should refer to the most current 

version of the QM Rubric. **
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New Course Design and Course Coaching Process 
All courses “new” to the Virtual Campus are required to go through a collaborative 

course design process with an Instructional Designer or another personnel 

appointed by the Dean of the Virtual Campus.  

 

Faculty members will be compensated as stated in Article IX.D.4.b. of the 

FACCM contract. 

 

The Course Coaching Process occurs with School Dean and/or Academic 

Department Chairperson's recommendation and after four years of a course offered 

through the Virtual Campus.  The Peer Coaches are tasked to walk a faculty 

member through the Course Coaching Process to assess compliance of the course 

design as indicated by Quality Matters Rubric.  The Course Coaching Process is a 

collegial process and not an evaluative process. 

 

I. Course Identification 

A. Initiated and approved by either School Dean, Department 

Chairperson, and/or Faculty Member and communicated to the Office 

of Virtual Campus 

 

II. New Course Design 

*The course design process can be completed within 12-weeks, but allow 

no more than 6 months for entire new course design process. 

 

A. Written approval to the Office of Virtual Campus from School Dean 

and Department Chairperson, include critical information that will 

help facilitate the process.  The written approval must include the 

following: 

1. Course Information 

2. Subject Matter Expert(s)  

3. Delivery Format 

4. Number of Weeks 

5. Planned course offering (for example, FA19, SP20, SU20) 

 

B. Office of Virtual Campus will assign an Instructional Designer or 

another personnel appointed by the Dean of the Virtual Campus to 

work with faculty member(s) for the course design process. The 

course design process may be completed in as little as 12 weeks, but 

must be completed within 6 months. 
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C. After 4 years, the course will need to go through the Course Coaching 

process again due to the constant changes in the distance education 

landscape, including but not limited to regulations, technology, and 

accessibility requirements. 
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Course Coaching and Course Redesign Process for Existing 

Virtual Campus Courses 
*The course redesign process can be completed within 6 weeks depending on the 

results of the review. Allow no more than 3-8 months for course review and course 

redesign process. 

 

A. Completed Course Development Agreement to the Office of Virtual Campus 

from School Dean and Department Chairperson. 

 

B. Office of Virtual Campus will assign two Peer Coaches to work with faculty 

member(s) 

1. Peer Coaches will have 2 weeks to review the course. 

2. At the end of the 2 weeks, Peer Coaches will: 

a. Provide List of Recommendations 

b. Discuss the recommendations with faculty member(s) 

 

C. Office of Virtual Campus will assign an Instructional Designer or another 

personnel appointed by the Dean of the Virtual Campus to work with faculty 

member(s). 

 

D. The course will need to go through the Course Coaching process again after 4 

years. 
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Course Design Process 
*See next page for flowchart. 

 

Step 1:  Identify Course and SME 

 

Step 2:  Complete Required Training 

 Options:  

a. CCM In-House Workshops: Distance Education Professional 

Learning Series (see pg. 17, Faculty Training Requirements); or 

b. Quality Matters Online Teaching Certificate 

 

Step 3: Course Design with Instructional Designer or a designee appointed by the 

Dean of Virtual Campus 

*Step 2  & 3 (can occur simultaneously) 

 

Step 4: Offer Course 

 

Step 5: After the course has been offered for 4 years, the course will go through 

Course Coaching and Course Redesign Process again.
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New Course Design and Course Coaching Process Flowchart 
 

Course Review Process

Course Type: New or 
Existing Virtual Campus 

Courses

Course Identification

Courses embedded in identified VC 
programs

Approved by:
Department Chairperson, School Dean, and 
Dean ofVirtual Campus

EXISTING

1. Internal QM Review

1. Course revisions in 
collaboration with Virtual 
Campus

2.  Approval and Course 
Offering

3.  Repeat after 4 Years

NEW

1. Course Design in collaboration with 
Virtual Campus

2. Approval and Course Offering

1. Course revisions in 
collaboration with Virtual 
Campus

2.  Approval and Course 
Offering

3.  Internal QM Review after 4 
Years



 

 15 

Role of Academic Departments  

Subject Matter Expert(s) Assignment 

Each Academic Department may assign one or a small team of faculty members to 

design a distance education course with the Office of Virtual Campus.  The Office 

of Virtual Campus recommends no more than three faculty members per course 

design or course redesign. 

Model Course 

At the end of the course design or course redesign process, the resulting course will 

become that department’s model for future online or hybrid (whichever was 

created) sections of that course for use through Virtual Campus. Each Academic 

Department determines how the model course should be utilized within their 

department, but, at the very least, each iteration of that course should include the 

agreed upon structure that aligns with Quality Matters, and each iteration should 

also include the course learning outcomes and module level learning objectives 

that are consistent with the course outline from the Curriculum Committee, as with 

any other course on campus. The model course will also contain sample content 

resources, sample activities, sample assessment, and other College resources, that 

the department can require – or not require – each of its faculty members to use.  

 

Changes to Model Course 

Any changes must be reported the Academic Chairperson first for approval.  Once 

the Academic Chairperson approves the changes, the faculty member must send 

the changes and evidence of written approval to the appropriate School Dean and 

Dean of Virtual Campus at least two weeks prior to the start of the semester. 

 

Any changes must be documented using the form on page 16. Electronic copy of 

the form can be found on the CCM Virtual Campus Resources course in 

Blackboard (Learning Modules course menu link, then select Documents) and on 

the Virtual Campus website via the For Faculty/Instructor link. 
 

Evaluation and Continued Quality Assurance 

The School Deans and Academic Chairpersons are responsible for faculty 

evaluation.  They are also responsible for course evaluation and continued quality 

assurance. 

 



 

 16 

NOTE: All School Deans and Academic Chairpersons must complete the Applying 

the Quality Matters Rubric (AAPQMR) workshop offered by Quality Matters.  

Workshop registration and funding will be done through the Office of the Virtual 

Campus. 

Changes to the Model Course Table 
Any changes must be reported the Academic Chairperson first for approval.  Once 

the Academic Chairperson approves the changes, the faculty member must send 

the changes and evidence of written approval to the appropriate School Dean and 

Dean of Virtual Campus at least two weeks prior to the start of the semester. 
 

Please use the Course Activities/Assessment Revision Form (click to access). 

  

https://forms.gle/HeWapfM5Y8VJz3j69
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Faculty Training Requirements 
All faculty members teaching distance education courses must complete the 

Distance Education Professional Learning Series (DEPLS) or complete Quality 

Matters’ Online Teaching Certificate (OTC).  The Distance Education Professional 

Learning Series includes two face-to-face workshops and one asynchronous online 

workshop.  Participants will receive a Certificate of Completion for each 

workshop. 

 

Distance Education Professional Learning Series (DEPLS) 

*Offered through the Center for Teaching and Learning 

 

The Distance Education Professional Learning Series (DEPLS) is designed for 

faculty members who are interested in teaching distance education (Virtual 

Campus, Online and Hybrid) courses at the County College of Morris. DEPLS is a 

three-part professional learning series which covers federal and accreditation 

expectations, course design considerations, using Blackboard tools to create 

interaction opportunities, and practices to facilitate a high-engagement distance 

education course.  

 

As a participant, you will experience three different types of digital/virtual learning 

environment, correspondence or self-paced, real-time virtual lecture, and high-

engagement asynchronous courses. 

 

Facilitators:  

Dean, Virtual Campus  

Co-Director, Center for Teaching and Learning 

 

DEPLS 1: Considerations for Teaching Distance Education Courses  

Description: In this one-week correspondence/self-paced course in Blackboard, the 

focus will be on higher education student profile, federal and accreditation 

expectations and course design considerations for a high-engagement distance 

education course. To successfully complete this session, participants must 

complete deliverables embedded within the course. This one part of a three-part 

Distance Education Professional Learning Series will cover 

1. Higher education student profile  

2. Distance education expectations (federal regulations, ADA, credit hour, 

copyright), 

3. Course design considerations (learning objectives, course mapping, types of 

content, interactions/student engagement and assessment)  
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Time Commitment: Approximately 4-8 hours 

 

DEPLS 2: Blackboard for Teaching Distance Education Courses  

Description: In this real-time virtual lecture workshop via a web conferencing 

platform, the focus will be on designing a distance education course with the 

design set and using Blackboard features to provide instructor-student and peer-to-

peer interactions. This one part of a three-part Distance Education Professional 

Learning Series will cover 

1. Designing the course using the Design Set,  

2. Mechanics of using Blackboard with focus on using interactive tools,   

3. Design and create a learning module,  

4. Develop interactive discussion questions.  

 

** Faculty members should already be familiar with Blackboard prior to 

registering for this workshop. Additional training for Blackboard Essentials 

is available through CTL.  

 

Time Commitment: Approximately 1 hour 

 

DEPLS 3: Facilitating a Distance Education Course  

Description: In this four week, asynchronous, fully online course in Blackboard, 

the focus will be on the concept of “engagement” in a distance education course, 

from the perspective of both the learner and instructor. To successfully complete 

this session, participants must complete deliverables embedded within the 

course. This one part of a three-part Distance Education Professional Learning 

Series will cover 

1. Social Presence and Creating Student Presence,   

2. Teaching Effectiveness, 

3. Developing Discipline-Specific Course Activities, 

4. Creating an Instructor Feedback Plan  

 

Time Commitment: Approximately 16-20 hours  
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Quality Matters Online Teaching Certificate (QM OTC) 

*Offered through Quality Matters 

 

Quality Matters Teaching Online Certificate (TOC) comprises of seven workshops 

that requires 11 weeks to complete. Please visit the website for more information 

and registration. 

NOTE: There is limited funding for the QM TOC. Please contact the Office of 

Virtual Campus for more information prior to registration.

https://www.qualitymatters.org/professional-development/toc
https://www.qualitymatters.org/professional-development/toc
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