7.1.1.5 Online Learning Policy


Scope
This policy applies to all faculty, staff, and trainees involved in online learning at SESP , including fully online courses, hybrid courses, and supplemental online resources.
Purpose
This policy outlines the framework and guidelines for the implementation of online learning at SESP. It aims to ensure high-quality educational experiences for all trainees while maintaining academic integrity and fostering an inclusive learning environment.
Definitions

	Word/Term
	 Definition	

	 SESP	
	 Saudi Electric Services Polytechnic (the educational institute).	

	Online Learning
	Education delivered via the internet, which may include synchronous (live) and asynchronous (recorded) instruction.

	Synchronous Learning
	Real-time online classes where students and instructors engage simultaneously.

	Asynchronous Learning
	Pre-recorded or self-paced learning where students access materials at their convenience.




Responsibilities
· Faculty:
· Develop and deliver course content using appropriate online platforms
· Ensure that all materials are accessible and inclusive
· Provide timely feedback and support to students
· Maintain academic integrity by monitoring assessments
· Trainees:
· Actively engage with course materials and participate in discussions.
· Complete assignments and assessments on time.
· Uphold academic integrity by avoiding plagiarism and cheating
· Administration:

· Provide training and resources for faculty and staff to enhance online teaching skills.
· Ensure that technology and platforms used are reliable and secure.
· Monitor and evaluate the effectiveness of online learning programs.
Technology Requirements
Trainees and faculty must have access to the necessary technology, including a reliable internet connection, computer, and required software. SESP will provide technical support for both students and faculty.
Accessibility and Inclusivity
All online learning materials must be designed to be accessible to all learners, including those with disabilities. Faculty are encouraged to consult the appropriate curriculum design and review guidelines in this manual.
Academic Integrity
Academic integrity is essential in online learning. The institution will employ various methods to ensure that assessments are fair and secure, including proctoring tools and plagiarism detection software.
Communication
Clear and open communication is vital. Faculty must establish regular communication channels (e.g., email, forums) and respond to student inquiries promptly.
Evaluation and Feedback
Trainees will have opportunities to provide feedback on their online learning experiences. Faculty will regularly evaluate course effectiveness and make necessary adjustments based on feedback. An online version of the CAIR form will be available.
Asynchronous Online Learning Policy Requirements
Course Structure and Content Delivery
· Course Design: Courses must be structured with a clear outline, including modules, learning objectives, and timelines for completion.
· Content Availability: All course materials (lectures, readings, assignments) must be accessible at the beginning of the course to allow students to plan their learning schedules.
Trainee Engagement and Participation
· Engagement Requirements: Trainees are expected to log in regularly, engage with course materials, and participate in discussions and assignments within specified timelines.

· Discussion Forums: Instructors should establish discussion forums that encourage student interaction and provide guidelines for participation, including expected response times.
Assessments and Feedback
· Assessment Variety: Assessments must be varied and include quizzes, assignments, projects, and discussion contributions to accommodate different learning styles.
· Timely Feedback: Instructors are required to provide feedback on assignments within a specified timeframe (e.g., within one week) to facilitate continuous learning.
Communication Expectations
· Instructor Availability: Instructors should provide clear guidelines on their availability for questions and support, including response times to emails and forum posts.
· Regular Updates: Instructors should communicate regularly about course progress, deadlines, and any changes to the schedule.
Technology and Support
· Technical Requirements: Courses should specify the technical requirements needed to access materials, participate in discussions, and submit assignments.
· Technical Support: The institution must provide resources and support for students facing technical difficulties, including a help desk and online tutorials.
Accessibility and Inclusivity
· Accessible Materials: All course materials must be designed to meet accessibility standards (e.g., WCAG) to support students with disabilities.
· Flexible Learning Paths: Instructors should offer flexibility in how students can demonstrate learning, accommodating different needs and circumstances.
Academic Integrity
· Integrity Guidelines: Clear guidelines on academic integrity must be communicated to students, including policies on plagiarism and cheating.
· Proctoring Tools: If applicable, online assessments may utilize proctoring tools to ensure academic integrity during exams.
Evaluation and Improvement
· Course Evaluation: Students should be encouraged to evaluate the course at the end of the course, providing feedback on content, structure, and instructor effectiveness.
· Continuous Improvement: Instructors must regularly review and update course materials based on student feedback and best practices in online education.

Synchronous Online Learning Policy Requirements
Course Structure and Schedule
· Clear Timetable: Courses must have a defined schedule with specific dates and times for live sessions, communicated at the start of the term.
· Session Recordings: Instructors should record live sessions and make them available for later viewing, ensuring all students can access missed content.
Student Participation and Engagement
· Attendance Policies: Clear attendance policies should be established, outlining expectations for participation in live sessions, including consequences for excessive absences. These should appear on the LMS and adhere to the SESP attendance policy
· Engagement Activities: Instructors are encouraged to incorporate interactive elements (e.g., polls, breakout rooms) to foster engagement during live sessions.
Communication Guidelines
· Instructor Availability: Instructors should communicate their availability for office hours and response times for questions, both during and outside scheduled class times.
· Discussion Etiquette: Clear guidelines for respectful and constructive communication during live sessions should be provided to all students.
Technical Requirements and Support
· Technology Specifications: Courses should specify the required technology, including software, hardware, and internet speed, necessary for effective participation.
· Technical Assistance: Institutions must provide technical support for students experiencing issues during live sessions, including troubleshooting resources.
Assessment and Feedback
· Real-Time Assessments: Assessments conducted during live sessions must be clearly communicated in advance, with guidelines on how they will be administered and graded.
· Prompt Feedback: Instructors should provide timely feedback on student performance in live discussions and assessments.
Accessibility and Inclusivity
· Accessibility Accommodations: Live sessions must be accessible to all students, including those with disabilities.
· Inclusive Practices: Instructors should employ inclusive teaching strategies to engage all students, considering diverse learning styles and backgrounds.

Academic Integrity
· Integrity Policies: Clear guidelines regarding academic integrity must be communicated, including expectations for honesty during live assessments and participation.
· Monitoring Tools: Instructors may utilize monitoring tools (e.g., webcams, attendance tracking) to ensure compliance during assessments.
Evaluation and Improvement
· Session Feedback: Students should have opportunities to provide feedback on live sessions, including content, delivery, and engagement strategies.
· Course Review: Instructors must regularly review and adjust course content and delivery based on student feedback and learning outcomes.
Note: Synchronous Online Learning plans should be developed for the following circumstances:
· When adverse weather conditions have triggered a civil defense warning to not travel to or from places of work or education.
· When a civil defense warning of another type advises against travel to or from SESP premises, for example. All HODs should have oversight of the planning for such occurrences and be responsible for instructional compliance with the alternative online learning plan.
· The plan should adhere as much as possible to the synchronous online learning policy requirements.
· Trainees should be aware of such planning and what to do in terms of technical hook- up to the online environment.
· Instructors should receive training on synchronous delivery of training in such circumstances.

Verification for Long-term Programs (>1 Month)

[bookmark: _GoBack]For programs exceeding one month, trainees are required to: 
· Enable Multi-Factor Authentication (MFA) for login. 
· Activate webcams during final assessments for identity verification. 
·  Conduct a live oral defense of projects to ensure authorship and integrity.
Policy Review
This policy will be reviewed annually to ensure it meets the needs of the institution and its stakeholders.
Compliance
All members of the SESP community are expected to comply with this policy. Non-compliance may result in disciplinary action in accordance with institutional procedures.
Accountabilities

Consultation: Relevant Departmental Head Approval: Managing Director/Academic Leader Implementation: HOD, LMS Manager

Compliance: Academic Leader


Review and Communication
This policy is reviewed annually or when changes occur in relevant legislation, educational standards, or institutional strategy.
It is communicated to all employees and trainees during induction and published in the SESP QMS repository.
