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eCore® Affiliate Operating Procedures

Check List for a New eCore Institutional Affiliate

1.

Provide eCore Administrative Services with contact information from
your institution who will play major roles in eCore (see list below).
Some of these roles may be handled by the same person, or there
may be a separate person designated for each role. Email the
information to the eCore Student Success Manager, Stacey
Rowland, srowland@westga.edu.

a. eCore Advisor: An eCore Advisor is designated at each Affiliate
institution. Presently, most advisors are from distance
education/online learning departments. eCore Advisors are
available to guide students through all eCore processes,
including admission, registration, drop/add, withdrawal, etc.
eCore Advisors may answer questions such as, "How do I
register?”or "How do I appeal my grade?” It is important that
advisors be trained on eCore procedures, contact people, and
curriculum information. eCore advisors play an important role in
providing a smooth start for students in eCore courses and
remain in contact with eCore students throughout each semester
to help ensure their success in the program. eCore Advisors
work in collaboration with the USG eCore Student Success
Manager to provide information to students throughout the
semester and to ensure quality student support services.

b. eCore Registrar: The designated eCore Registrar will be
responsible for processing eCore student withdrawals,
administrative drops, grade changes, and will help resolve
registration and other issues in collaboration with the eCore
Advisor and USG eCore Student Success Manager.

c. ITS/Banner Representative: The designated ITS/Banner
Representative may need to assist in eCore course set-up,
installation of Banner jobs (one time only) related to the
processing of the eCore Online Orientation, and the processing of
jobs required by INGRESS.

The designated officials at the affiliate institution (eCore Advisor,

Registrar, ITS/Banner Lead, etc.) will need to receive training on




how to use the eCore registration system, INGRESS (Intra Georgia
Registration Sharing System). Testing documentation will be
provided and training will be conducted by eCore Administrative
Services and BOR IT staff. INGRESS is a middleware tier that
leverages the current functionality of Banner and GeorgiaView Vista
(where students login to take their course) to allow institutions to
share seats in specified course sections. INGRESS allows campuses
to utilize the admissions and registration functions within their own
Banner student information systems and maintain as closely as
possible, current institutional business practices, including pre-
requisite checking, billing and financial aid. eCore Administrative
Services personnel will provide training and assistance as your
team learns the registration processes. See INGRESS
Documentation for further information.

eCore Affiliate information is listed on the main USG eCore website,
http://ecore.usg.edu. eCore Administrative Services will update the
USG eCore website to reflect the addition of a new Affiliate. Please
provide eCore Administrative Services with the designated email
address, logo, and support information for your institution.

eCore Affiliates have the option of providing an eCore website at
their institution that provides students with admissions and
registration information, as well as policies and procedures
pertaining to the particular institution. If your institution will be
providing an eCore website, please send eCore Administrative
Services the URL to the website so that eCore can post the
information on the eCore USG website. It is the responsibility of
each of the Affiliates to update their websites accordingly. The
Affiliate eCore websites are located here:

Clayton State University: http://ecore.clayton.edu/

Dalton State College: TBA

Fort Valley State University: TBA

Macon State: http://www.maconstate.edu/academics/ecore/
Southern Polytechnic State University: http://ecore.spsu.edu/
University of West Georgia: http://ecore.westga.edu

g. Valdosta State University: http://www.valdosta.edu/ecore/
Receive training (most of this is automated) on how to implement
the required eCore Online Orientation that students must take
before registering for an eCore class. This orientation has helped

S0 Qa0 oo
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increase retention in eCore classes by ensuring that students know
what to expect in an eCore course.

Each eCore Advisor meets with the eCore Student Success Manager
and the Marketing and Enrollment Coordinator for an overview of
advising, recruitment, and retention practices.

Send the eCore Student Success Manager your campus Banner
registration dates and fee payment deadline dates for the semester
you will be coming aboard as an Affiliate so that the eCore
Academic Calendar can be updated.

Admission Procedures for Affiliates

1.

All students must apply to the Affiliate institution using the online or

paper application at one of the Affiliate institutions.

Students pay the Affiliate institution application fee.

Students must meet the admission standards of the institution to

which they are applying.

Campuses should add the eCore logo to their online and paper

applications.

Campuses should add statements to both the online and paper

applications asking the prospective student to identify if he/she

plans to enroll in distance learning or “eCore” classes only.

Students who check “yes” will be flagged for identification purposes.

Students who self-identify as being an online learner may be

exempt from immunization, based on the policies of the affiliate

institution.

Students who apply to the Affiliate Institution and are required to

be enrolled in Learning Support or CPC deficiency courses are not

eligible to enroll in courses offered through eCore unless:

a. They are a transient student and their home institution has given
permission.

b. They are currently enrolled in the last required learning support
course and are pre-registering for the next term.

c. Beginning Fall 2008, the eCore Sub-Committee allowed for a
two-year pilot period allowing a student to take an eCore class
while taking a learning support course, so long as the discipline
of the two do not overlap. The policy states: a student who is
enrolled in a learning support class may be allowed to take an
eCore course so long as the subject or discipline of the eCore



10.

course does not overlap the learning support class. For
example, if a student is taking learning support math, then the
student can take an eCore history class; however, if the student
is taking learning support reading or English, then the student
would not take eCore history. The student must make this
decision in consultation with an advisor at the student’s home
institution.

Joint/Dual Enrolled Students are eligible to enroll in eCore courses

if:

a. Student has written permission from their high school counselor.
b. Studentis enrolled in a special campus program that would allow
enrollment in eCore courses such as the Advanced Academy of
Georgia program offered through University of West Georgia.
Affiliate Campuses agree to share test scores (SAT, ACT, Compass,

CPE, etc.) for students identified as distance learners.
Students who self-identify as a distance learner will be coded for
fee payment purposes according to their home of record.

Financial Aid

Students who indicate an interest in enrolling in eCore courses and seeking
Financial Aid will be required to follow the procedures for applying for
Financial Aid as defined by the Affiliate Institution.

1.

Affiliate institutions will set the maximum award limit according to
the cost of attendance at their respective institution.

Students should contact the Financial Aid Office at their Affiliate
Institution for further information.

Records/Registration

Affiliate Records

1.

Affiliate institutions will enter eCore courses in their Banner
schedule of classes and their catalog.

Affiliate institutions will be responsible for managing prerequisite
checking for students enrolling in courses offered through eCore.
Students who are transient to an Affiliate institution will be
required to follow the Affiliate campus policies regarding



enrollment in courses, paying fees, and providing a transcript to
their home institution.

Campuses that adopt eCore as a parallel core will accept, as
resident credit, any eCore course regardless of whether the
student was enrolled at the institution at the time the credit was
earned.

Affiliate institutions will report enrollment curriculum, faculty,
etc., according to the guidelines determined by the Office of
Policy and Planning.

Affiliate institutions will provide eCore Administrative Services
with aggregate data each semester regarding student
performance and demographics for the purposes of assessing
program and course quality, and retention.

Registration Procedures

1.

eCore Administrative Services provides Affiliate institutions with

the term course schedule. This schedule will be sent by the

eCore Student Success Manager as an Excel Spreadsheet
attachment via email to the designated contacts at the
institution. Affiliates build the eCore courses into their campus

Banner student information system exactly as the information is

listed in the excel spreadsheet provided to them.

a. Affiliates will be trained on the Centralized Seat Management
System (INGRESS) used to process eCore student
registrations. INGRESS training and documentation will be
provided. The documentation will include step-by-step
instructions on how to set up the courses in the Campus
Banner system and how to process the Banner/INGRESS jobs
related to student registration activity. Students will register
in their on campus Banner system and jobs will be processed
through INGRESS that will allow for centralized seat
management.

Before a student is allowed to register for an eCore class, they

must first take the eCore Online Orientation that is developed by

eCore Administrative Services and provided to the Affiliate
campuses for their students to access:

http://ecore.usg.edu/prospective/orientation.php. Once a

student completes the online orientation, the student’s eCore

Advisor will receive an email notification and then send the
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student an email with registration instructions. The eCore

Student Success Manager will provide an email template that the

eCore Advisor may use to send to the students.

a. A webpage with registration instructions is also provided for
each of the eCore Affiliates and the student’s will be directed
to this webpage after completing the eCore Online Orientation
and receiving an email from their eCore Advisor:
http://ecore.usg.edu/reg/

Students register for eCore courses during designated

registration dates each semester. Students will follow the

registration dates of their own Affiliate campus, however, there
may be a day or two each semester that the Affiliate campus
registration dates may be a little different than eCore
registration dates (eCore follows the GeorgiaOnMyLine Common

Academic Calendar). eCore Administrative Services should be

notified of these situations and each campus should make

arrangements accordingly to ensure that the students
registration is taken care of. You may work with the eCore

Student Success Manager regarding this.

a. The students will register for eCore through their home
institution’s Banner system during specified registration
dates. (See INGRESS documentation.)

b. The eCore Student Success Manager and
Marketing/Enrollment Coordinator will monitor the course
enrollments on a daily basis throughout the registration
period. If there is a need to create another course section,
the eCore Associate Dean and Director, Curriculum &
Instruction will be notified right away to determine the
availability of another section.

c. There may be occasions when eCore Administrative Services
will need to move students from one section of a class to
another section for enrollment balancing purposes. Affiliates
will be contacted regarding this situation and may be asked to
move their students from one section to another inside the
campus Banner system. If this happens, eCore
Administrative Services will contact the student and notify
them of the change.
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4. Through an INGRESS process, students who have registered for
eCore classes will be loaded into the GeorgiaView Vista system
(where students access their eCore Course) beginning with the
designated date each semester and then daily through drop/add.
The cut-off for a student to be entered into GeorgiaView Vista
each day is 3:00 PM—meaning, if a student registers for a class
after 3:00 PM, they will not have access to their class inside
GeorgiaView Vista until the next day after 3:00 PM.

5. During and after the registration process, Affiliate campuses will
process jobs accordingly (see INGRESS Documentation for
instructions). eCore Administrative Services will provide training
on how to implement the INGRESS registration system.

Registration without Tuition

Beginning in 2001, students desiring to register for courses under the
Tuition Remission/Reimbursement program and the Georgia Residents
aged 62 or Over Program may do so on a space available basis. These
students will have to pay course-specific fees if any are required.
Students in these programs will be allowed to register beginning the
last day of registration on the eCore calendar or during the specified
registration date at the student’s affiliate institution.

As of January 1, 2011, the operation procedure for TAP changed to
allow employees a minimum of three (3) days prior to the first day of
classes to enroll in the TAP available classes.

eCore Administrative Services must be made aware of the number of
students enrolled in the TAP or Georgia Residents aged 62 or Over
program at the beginning of each semester. It is the responsibility of
the registrar at the affiliate institution to report the name of each
student, student ID number, and the course enrolled for each
semester in order for these students to be removed from the billing
statement that is processed at census each semester.

Auditing Courses

Students who wish to audit a course may do so by selecting the ‘audit’
option in the registration process. Any requirements for prerequisites
must be satisfied before registering to audit a course. No academic
credit is earned in this status. Students may not transfer from audit to
credit status or vice-versa after the last day to register on the eCore



calendar. Auditors are required to participate fully in the class. A
student auditing a course who fails to meet class participation and
other assigned requirements will not be assigned to further group
and/or discussion activities in the class.

Honors Credit

A student may be able to convert an eCore course for Honors credit by
following these steps: First, the student must follow his or her home
institution’s policy for granting Honors credit. Second, the student
must make arrangements as soon as possible with the eCore faculty
member to fulfill such a policy. Often the faculty member will require
that the student turn in an extra assignment of some sort in order to
then award the Honors designation. (The extra assignments may come
in the form of an extra research paper, a longer research paper, or a
presentation.)

The faculty member is not required to oblige the student, but if the
faculty member does agree, then he/she and the student should
describe in writing the conditions for granting Honors credit. Both
student and faculty should sign the document, either literally or by
email agreement. One example of a student-faculty contract for
Honors conversion at the University of West Georgia can be viewed at
this website:

http://www.westga.edu/~honors/Honors Contract Policies Form.pdf

Drop/Add

eCore students drop/add eCore courses during the published eCore
drop/add dates each semester. eCore students will drop/add their
courses in the Campus Banner System.

Drop for Non-payment

Each Affiliate institution has their own campus’ fee payment deadlines
each semester. Some Affiliate institutions drop their students for non-
payment prior to the first day of class. It is the responsibility of the
Affiliate Institutions to notify their students that they have been
dropped and to remove the students from the campus’ Banner system
and process the jobs necessary related to the INGRESS system.

Some Affiliate Institutions drop students for non-payment after the
drop/add period is over. Those Affiliates will need to provide a list of
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the students dropped for non-payment to the eCore Student Success
Manager for enrollment reporting purposes.

Drop for Non-attendance

To determine student presence, students must login and participate in
the course by completing at least one orientation assignment (one
task or send/post at least one message) by the posted login deadline
each semester. Failure to participate by the login deadline (one week
after classes begin each semester) will result in the student being
reported as non-attending by their professor. If the student is reported
as non-attending, the student may be withdrawn by their registrar's
office for non-attendance or asked to withdraw by their instructor,
depending on the policies at the student’s home institution.

1. Faculty report students as non-attending by the published
attendance verification date each semester.

2. The eCore Student Success Manager will run INGRESS reports the
day after the published attendance verification date to ensure that
all courses have been reported.

3. Once all faculty have reported their students, the eCore Student
Success Manager will verify the lists to ensure accuracy.

4. The eCore Student Success Manager will provide a list of the
students reported as non-attending to each of the Affiliates.

5. The Affiliate Registrar will withdraw or drop for non-attending,
based on their campus procedures, and notify the eCore Student
Success Manager accordingly so that the enrolilment and reporting
records will be updated. eCore Affiliate Institutions should not run
the INGRESS ZSRIAVR job for attendance verification. eCore
Affiliates will process the non-attending students manually after a
list is received from the eCore Student Success Manager.

Class Participation and Withdrawal

All courses shall have activity within the first week to determine
student presence. While requirements for class participation vary
widely among instructors and courses at USG institutions, the special
circumstances of taking web-based courses demand regular and
consistent participation by students enrolled in eCore courses.
Students shall pace themselves throughout the semester ensuring
timely responses to communications and assignments. When students



are compelled for any reason not to participate in class activities, they
must immediately contact the instructor.

To determine student presence, students must login and participate in
the course by completing at least one orientation assignment (one
task or send/post at least one message) by the posted login deadline
each semester. Failure to participate by the login deadline (one week
after classes begin each semester) will result in the student being
reported as non-attending by their professor. If the student is reported
as non-attending, the student may be withdrawn by their registrar's
office for non-attendance or asked to withdraw by their instructor,
depending on the policies at the student’s home institution.

Instructors are not obligated to accept any excuse for course inactivity
due to technical problems. It is the student’s responsibility to report
technical problems to the Online Support Center (OSC) as they occur
or contact eCore Administrative Services at ecore@westga.edu or 678-
839-5300.

If students wish to withdraw from an eCore course after the drop/add
date, they are required to complete the online withdrawal form on the
eCore website: http://ecore.usg.edu/students/withdraw.php. Failure
to participate without officially withdrawing from the course will result
in a grade of F.

Students may officially withdraw up to the midpoint of the semester on
the eCore calendar (http://ecore.usg.edu/courses/calendar.php)
without academic penalty.

All eCore courses require participation in at least one face-to-face
assessment activity at an approved site
http://ecore.usg.edu/exams/sites.php.

Withdrawal Procedures

If students wish to withdraw from an eCore course after the drop/add
date, they are required to complete the online withdrawal form on the
eCore website: http://ecore.usg.edu/students/withdraw.php. Failure
to participate without officially withdrawing from the course will result
in a grade of F.

10
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Students may officially withdraw up to the midpoint of the semester on
the eCore calendar (http://ecore.usg.edu/courses/calendar.php)
without academic penalty.

Affiliate Withdrawal Procedures:

1.

Students withdraw by completing the eCore Online Withdrawal
form: http://ecore.usg.edu/students/withdraw.php

. The Affiliate eCore Registrar will login to the following site to

retrieve their student withdrawals:
http://ecore.usg.edu/students/withdraw/get. It is recommended by
eCore Administrative Services that Affiliates login to retrieve their
student withdrawals every Monday/Wednesday/Friday to ensure
that the student’s withdrawals are processed in a timely manner.

. Enter username and password. The eCore Student Success

Manager will provide each Affiliate Registrar with a username and
password to access their own student withdrawals.

Enter the W or WF accordingly in the student’s record inside the
campus Banner system.

. Once a student has been withdrawn from a course, the student will

no longer have access to the course inside GeorgiaView Vista.

a. This usually takes 24 hours after the student has been
withdrawn. Through an INGRESS process (ZSRGDIS) that
takes place after 2:00 PM daily, students who are withdrawn
or dropped in the campus Banner system are denied access to
the course in GeorgiaView Vista. The cut-off is 2:00 PM daily.

Course Evaluation

For each eCore course, students are expected to complete and submit a
standardized eCore course evaluation online. The link to the eCore Course
Evaluation is placed on the course homepage two weeks prior to the course’s
end date. The feedback will be helpful to the instructor and eCore
Administrative Services in providing quality online instruction.

Students are sent an email reminder by the eCore Student Success Manager
asking them to complete the course evaluation. An announcement is also
listed inside GeorgiaView Vista.

11
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Grading

End-of-Term Grade Posting Procedures

eCore Faculty are assighed a deadline date for posting their student
grades each semester. This date is posted on the eCore
Administrative Services Calendar for faculty and staff:
http://ecore.usg.edu/admin/.

The eCore Director, Curriculum and Instruction, provides instructions
to the faculty for submitting grades each semester. The following
processes take place after the grades are posted by the faculty each
semester (these instructions are based on the INGRESS Registration
System-See INGRESS Documentation for more information):

a. The eCore Student Success Manager verifies that all grades have
been submitted by running a report on the INGRESS Registration
system.

b. If all grades have been submitted, the eCore Student Success
Manager notifies the Affiliate Registrars that they can run the
INGRESS ZSIRGRD job that will load their students’ grades from
the INGRESS system into the students’ campus Banner system.

Grade Change Procedures

An eCore instructor is required to complete an eCore Grade Change
Form as the official method of changing a student’s grade. The eCore
Grade Change Form is located on the USG eCore Website under eCore
Faculty/Faculty Resources: https://www.westga.edu/usgecore/.

Once the form is submitted by the eCore Faculty, the information
automatically writes to a secure database. The eCore Student Success
Manager is notified via email when the form has been submitted and a
copy is sent to the eCore Director, Curriculum and Instruction. The
Student Success Manger retrieves the grade change information and
does the following to ensure that the student’s Affiliate Registrars
Office processes the grade change accordingly:

1. Send a copy of the grade change to the eCore Registrar contact at
the student’s home institution and verify that the information has
been received via an email confirmation.

12
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2. Update the eCore Administrative Services Student Grade Record to
reflect the grade change.

Incomplete Grade Procedures

Board of Regents Policy: “I” - This symbol indicates that a student
was doing satisfactory work, but for non-academic reasons beyond
his/her control, was unable to meet the full requirements of the
course.

Receiving an Incomplete

In order for a student to qualify for an “I”, a student must:

a. Have completed most of the major assignments of the course
(generally all but one); and

b. Be earning a passing grade in the course (aside from the
assignments not completed) in the judgment of the instructor.

When a student has a honacademic reason for not completing one or
more of the assignments for a course, including examinations, and
wishes to receive an incomplete for the course, it is the responsibility
of the student to inform the instructor in person or in writing of the
reason. A grade of incomplete is awarded at the discretion of the
instructor and is not the prerogative of the student. Conditions to be
met for removing a grade of incomplete are established by the
instructor:

1. The instructor is expected to communicate the terms for satisfying
the course requirements with the student prior to submitting the
Request for Incomplete Form.

2. If the instructor agrees to issue the student an incomplete, the
following steps must be taken:

a. The instructor should complete the Incomplete Grade Form
located on the USG eCore Website under the Faculty
Resources section, http://ecore.usg.edu/faculty/incomplete/,
at the time of submitting final grades during the particular

13
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d.

semester. The grade of I will be entered on the grade roster
for the student by the instructor. The purpose of the form is
for the faculty member to notify eCore Administrative Services
of his/her intent to issue a grade of incomplete for the
particular student.

. Upon receipt of the Incomplete Grade Form, the eCore

Student Success Manager will send the instructor via email as
an attachment an Incomplete Grade Policy and Request Form
that will need to be completed, signed and mailed back to
eCore Administrative Services (or faxed) by the instructor.
(See Appendix A for a copy of the Incomplete Grade Policy and
Request Form).

eCore Student Success Manager will obtain a signature from
the student if possible.

The form will be submitted to the Associate Dean of eCore for
signature and a copy containing signatures will be sent to the
student and to the instructor.

Removal of an Incomplete

1. A student receiving a grade of I (incomplete) is expected to consult
with the instructor on remaining work and assessments. The
student is then expected to complete all necessary work and
assessments before the end of the next academic term.

2.0nce the student satisfies the incomplete requirements before the
end of the following academic term, the instructor will submit the
Grade Change Form changing the “I” to an appropriate grade. The
Grade Change Form is located on the USG eCore Website in the
Faculty Resources section:
http://ecore.usg.edu/faculty/resources.php.

3.The grade change will be processed by the eCore Student Success
Manager. The eCore Student Success Manager will send the grade
change to the Registrar’s Office at the student’s Affiliate institution
and the student’s Banner record will be updated accordingly.

14
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The university system requires that the grade of I be removed no
later than the end of the third academic term after the grade of I
was assigned (whether or not the student was enrolled during these
three terms). The Office of the Registrar will assign a grade of F (or
"U", if an S/U grading) at the end of the third academic term unless
the Office of the Registrar receives an approved grade change
request from the instructor. Using the grade change form,
instructors may or may not change this F/U to an authorized
academic grade (i.e., A, B, C, D, S or WF) but may not change it
back to an I. Instructors may not change an I to a W unless a
Hardship Withdrawal is awarded. Students need not be enrolled to
complete assignments for a course in which a grade of I has been
assigned. Auditing or retaking the same course will not remove a
grade of I. No student may graduate with an incomplete grade.

Grade Appeals

If a student wishes to appeal a grade, that appeal must be made
within thirty days after the grade is posted. The student must first
complete the eCore Student Grade Appeal Form located on the USG
eCore Website, (http://ecore.usg.edu/students/grade_appeal.php) to
initiate the process and acknowledge his or her understanding of the
grade appeal process.

Once the form is submitted, the student may initiate the first step of
the grade appeal process below:

The grade appeal process:

1. Student must appeal to the eCore faculty member in writing by
composing a short letter or memo to the professor stating the exact
nature of the appeal and the reason for asking. The student should
explain why the grade he/she received is not in accord with what the
student has achieved in the class. The letter should be sent to the
professor’'s email address provided in the syllabus from the semester
attended.

2. If the appeal is not resolved at the faculty member's level, the
student must inform the professor in writing within thirty days after
the grade is posted that he/she is not satisfied, and then appeal in
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writing explaining why the grade was not what it should have been to
USG eCore Associate Dean.

3. If the appeal is not resolved at the eCore Associate Dean's level, the
student must inform in writing within one business week the eCore
Associate Dean that he/she is not satisfied and must then appeal in
writing to an ad hoc committee of eCore faculty. The Dean of eCore
will appoint the committee which will then consider the written appeal
from the eCore Associate Dean's decision via conference call or
through an electronic medium. After careful deliberation and
consideration, the committee will recommend to the USG eCore Dean
what should be done in the case.

4. The Dean of eCore will render the final decision taking all relevant
factors into consideration.

Academic Honesty

(Acknowledgement is hereby given to Georgia State University on whose
policy this is based).

As members of the academic community, all students are expected to
recognize and uphold standards of intellectual and academic integrity. The
University System of Georgia assumes as a basic and minimum standard of
conduct in academic matters that students be honest and that they submit
for credit only the products of their own efforts. Both the ideals of
scholarship and the need for fairness require that all dishonest work be
rejected as a basis for academic credit. They also require that students
refrain from any and all forms of dishonorable or unethical conduct related
to their academic work.

In an effort to foster an environment of academic integrity and to prevent
academic dishonesty, students are expected to discuss with faculty the
expectations regarding course assignments and standards of conduct. In
addition, students are encouraged to discuss freely with faculty, academic
advisers, and other members of the academic community any questions
pertaining to the provisions of this policy.

Definitions and Examples

16



All eCore faculty members use the definitions listed below. Within the
syllabus, your instructor will list specific penalties.

The examples and definitions given below are intended to clarify the
standards by which academic honesty and academically honorable conduct
are to be judged.

Plagiarism

Cheating on Examinations
Unauthorized Collaboration
Falsification

Multiple Submissions
Evidence and Burden of Proof

The list is merely illustrative of the kinds of infractions that may occur, and it
is not intended to be exhaustive. Moreover, the definitions and examples
suggest conditions under which unacceptable behavior of the indicated types
normally occurs. However, there may be unusual cases that fall outside
these conditions that also will be judged unacceptable by the academic
community.

e Plagiarism

Plagiarism detection systems are often used by eCore faculty
members. For example, see the following site:
http://turnitin.com/static/plagiarism.html. )

Plagiarism is presenting another person's work as one's own.
Plagiarism includes any paraphrasing or summarizing of the works of
another person without acknowledgment, including the submitting of
another student's work as one's own. Plagiarism frequently involves a
failure to acknowledge in the text, notes, or footnotes the quotation of
the paragraphs, sentences, or even a few phrases written or spoken by
someone else.

The submission of research or completed papers or projects by
someone else is plagiarism, as is the unacknowledged use of research
sources gathered by someone else when that use is specifically
forbidden by the instructor. Failure to indicate the extent and nature of
one's reliance on other sources is also a form of plagiarism.
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Finally, there may be forms of plagiarism that are unique to an
individual discipline or course, examples of which should be provided
in advance by the instructor. The student is responsible for
understanding the legitimate use of sources, the appropriate ways of
acknowledging academic, scholarly, or creative indebtedness, and the
consequences of violating this responsibility.

Cheating on Examinations

Cheating on examinations involves giving or receiving unauthorized
help before, during, or after an examination. Examples of unauthorized
help include the use of notes, texts, "crib sheets," websites, electronic
documents or notes, and computer programs during an examination
(unless specifically approved by the instructor), or sharing information
with another student during an examination (unless specifically
approved by the instructor). Other examples include intentionally
allowing another student to view one's own examination and forbidden
collaboration before or after an examination.

Unauthorized Collaboration

Submission for academic credit of a work product, developed in
substantial collaboration with other person or source but represented
as one's own effort, is unauthorized. Seeking and providing such
assistance is a violation of academic honesty. However collaborative
work specifically authorized by an instructor is allowed.

Falsification

It is a violation of academic honesty to misrepresent material or
fabricate information in an academic exercise, assignment or
proceeding.

Some examples of falsification are:
o false or misleading citation of sources
o the falsification of the results of experiments or of computer data

o false or misleading information in an academic context in order
to gain an unfair advantage.
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e Multiple Submissions

It is a violation of academic honesty to submit substantial portions of
the same work for credit more than once without the explicit consent
of the instructor(s) to whom the material is submitted for additional
credit. In cases in which there is a natural development of research or
knowledge in a sequence of courses, use of prior work may be
desirable, or required. However, the student is responsible for
indicating in writing, that the current work submitted for credit is
cumulative in nature.

e Evidence and Burden of Proof

In determining whether or not academic dishonesty has occurred, guilt
must be proven by a preponderance of the evidence. This means that
if the evidence that academic dishonesty occurred produces a stronger
impression and is more convincing compared to opposing evidence,
then academic dishonesty has been proven. In other words, the
evidence does not have to be enough to free the mind from a
reasonable doubt but must be sufficient to incline a reasonable and
impartial mind to one side of the issue rather than to the other.
Evidence as used in this statement can be any observation, admission,
statement, or document that would either directly or circumstantially
indicate that academic dishonesty has occurred. Electronic means may
be used to monitor student work for the inappropriate use of the work
of others.

Procedures for Resolving Matters of Academic Dishonesty

Faculty Recourse

eCore faculty are encouraged to use methods or systems such as
Turnitin to confirm authenticity of student work. In the event that a
student’s work is found questionable or exhibits signs of academic
dishonesty faculty should take the following measures:

1. Review the current Academic Honesty Policy in your syllabus and in
the Student Guide to eCore (found at
http://ecore.usg.edu/student guide.pdf).
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2. Report the issue to eCore Administrative offices using the Academic
Honesty Form provided on the Faculty Resources page of the eCore
website: http://ecore.usg.edu/faculty/honesty/index.php.

3. Address the issue with the student using the course email.

a. Provide the student with possible consequences of the
offense.

i. Zero grade for the assignment or activity
ii. Zero grade for the course
iii. Other grading option (such as lowered grade, or new
assignment to replace other, etc.)

b. Provide an opportunity for the student to discuss or explain
the circumstances.

c. Notify student that they have 7 calendar days to respond to
the instructor.

d. Include the Student Success Manager on all correspondence
to the student. (Copy Stacey Rowland, eCore Student Success
Manager, within the course email.)

4. Once the response is received or after 7 days and no response was
received.

a. Notify the student via course email of your judgment (include
the eCore Student Success Manager).

b. Notify student of his or her right to appeal your decision by
using the eCore Student Academic Honesty Appeal Form at
http://ecore.usg.edu/students/honesty/academic appeal.php.

Student Recourse

If the student is contacted by his/her instructor regarding academic
dishonesty it is important that the student provide all information
requested so that a thorough investigation can take place. Their grade
and/or academic record may be affected if academic dishonesty is
confirmed. All academic dishonesty cases will be reported to the
judicial officer of the student’s home institution. Students have a right
to an appeals process if you feel any grade or decision is unfair. After
the initial discovery of academic dishonesty by the instructor the
student will be afforded the following:

1. Student is made aware by instructor regarding concern of academic
dishonesty.
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W

. Student is provided with possible consequences of the

offense.

. Student is provided with the opportunity to discuss or explain

the circumstances in writing.

. Student responds to the concern(s) from #1 above within 7

calendar days. Response is sent to the instructor via the mail tool
inside the course.

Student receives decision from the instructor.

Student accepts or appeals the instructor’s decision within 1
business week.

. If the student decides to appeal the instructor’s decision, the

student must submit an Academic Honesty Appeal to the eCore
Associate Dean by taking the following steps:

a.

Complete the Student Academic Honesty Appeal Form located
at
http://ecore.usg.edu/students/honesty/academic appeal.php.

b. Appeal in writing to the Associate Dean of eCore.

C.

If the appeal is not resolved at the eCore Associate Dean’s
level, the student must inform the eCore Associate Dean, in
writing, within one business week that he/she is not satisfied
and must then appeal to an ad hoc committee of eCore
faculty in writing. The Dean of eCore will appoint the
committee which will then consider the written appeal from
the eCore Associate Dean’s decision via conference call or
through an electronic medium. After careful deliberation and
consideration, the committee will recommend to the USG
eCore Dean what should be done in the case.

d. The Dean of eCore will render the final decision taking all

relevant factors into consideration.

If the student is found in violation of academic honesty, the eCore
Student Success manger will report the violation to the appropriate

judicial officer at the student’s home institution.

The Dean or Associate Dean of eCore will be involved in the escalation

of academic honesty issues and provide guidance, signatures, etc.,
during any appeals process as needed.
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eCore Administration Recourse

The eCore Administration is responsible for ensuring that claims of
academic dishonesty are professionally handled, tracked and
thoroughly investigated so that the process is fair and clear to
students, faculty and external inquirers. Therefore eCore must have a
system in place to track, close, and store issues of each case;
preferably with use of Remedy action request system. The home
institutions of students under investigation must be notified in writing.

The Student Success Manager is the designated contact for faculty
reporting student academic dishonesty and will receive the completed
Academic Honesty forms as well as correspondence between faculty
and students via email.

1 business week after the faculty has submitted his or her decision
to the student, the Student Success Manager should follow up with
the student on the action to be taken.

If the student has accepted the decision, he or she must indicate by
email to the Student Success Manager that they accept and
understand the decision by the faculty.

If the student has decided to appeal, the student must submit an
Academic Honesty Appeal to the eCore Associate Dean by taking
the following steps:

1.

2.
3.

Complete the eCore Student Academic Honesty Appeal Form
here:
http://ecore.usg.edu/students/honesty/academic appeal.php.

Appeal in writing to the Associate Dean of eCore.

If the appeal is not resolved at the eCore Associate Dean’s
level, the student must inform the eCore Associate Dean, in
writing, within one business week that he/she is not satisfied
and must then appeal to an ad hoc committee of eCore
faculty in writing. The Dean of eCore will appoint the
committee which will then consider the written appeal from
the eCore Associate Dean’s decision via conference call or
through an electronic medium. After careful deliberation and
consideration, the committee will recommend to the USG
eCore Dean what should be done in the case.

4. The Dean of eCore will render the final decision taking all

relevant factors into consideration.
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If the student is found in violation of academic honesty, the eCore
Student Success manger will report the violation to the appropriate
judicial officer at the student’s home institution.

The Dean or Associate Dean of eCore will be involved in the escalation
of academic honesty issues and provide guidance, signatures, etc.,
during any appeals process as needed.

Student Support Services

USG eCore and Affiliate Websites

USG eCore Website

USG eCore maintains a website (http://ecore.usg.edu) that provides
students with information related to student services:

Getting Started with eCore
Withdrawal Policies

How to Get Help

Library Services

Tutoring Services

Disability Services

Grade Appeals

Student Complaint Policy
Academic Dishonesty Policy

© 0O 0 O 0O O 0 o O

The USG eCore website also provides a link to the Student Guide to
eCore. The Student Guide explains how the students use the
academic services available to them and is divided into four sections
covering the following areas:

Computer Support
Policies and Procedures
Instructional Support
Academic Services

il

The Student Guide is also available to the students in the “"Course
Resources” folder inside their eCore course.

Affiliate eCore Websites
Affiliates may also create their own website to provide their student’s
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with information on the eCore program. The current Affiliate websites
are located at their institution and provides students with admissions
and registration information, as well as policies and procedures
pertaining to the particular institution. The Affiliate eCore websites are
located here:

Clayton State University: http://ecore.clayton.edu/

Dalton State University: TBA

Macon State: http://www.maconstate.edu/academics/ecore/
Southern Polytechnic State University: http://ecore.spsu.edu/
University of West Georgia: http://ecore.westga.edu

Valdosta State University: http://www.valdosta.edu/ecore/

S0 a0 oo

It is the responsibility of each of the Affiliates to update their websites
accordingly.

eCore Advisors

An eCore Advisor is designated at each Affiliate institution. Presently,
most advisors are from the Distance Education/Online Learning
Departments. eCore Advisors are available to guide students through
all eCore processes, including admission, registration, drop/add,
withdrawal, and etc. eCore Advisors may answer questions such as,
“How do I register?”, "How do I appeal my grade?” It is important
that advisors be trained on eCore procedures, contact people, and
curriculum information. eCore advisors play an important role in
providing a smooth start for students in eCore courses and remain in
contact with eCore students throughout each semester to help ensure
their success in the program. eCore Advisors work in collaboration
with the USG eCore Student Success Manager to provide information
to students throughout the semester and to ensure quality student
support services.

Registration and Welcome Letters

Beginning two weeks before eCore classes start each semester and
throughout the drop/add period, the eCore Student Success Manager
will send all registered eCore students an eCore Registration and
Welcome letter. This letter will be sent via the student’s home
institution email address. The registration and welcome email will
include instructions for logging into their course and how to access the
GeorgiaView Vista Orientation course that teaches the student’s how to
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navigate inside GeorgiaView Vista and explains policies and procedures
related to eCore.

The eCore Registration and Welcome Letter provides a link to a
“Getting Started with eCore” webpage that is located on the USG
eCore website. The Getting Started with eCore webpage is step-by-
step instructions on how to login, how to get help, how to purchase
textbooks, and other valuable course resources.

It is important that all eCore students are made aware of the
importance of checking their institution email address as often as
possible since this is the way that eCore Adminstrative Services and
eCore Advisors will communicate with their students. It is advisable
for the Affiliate eCore Advisors to create a listserve each semester of
their institution’s students enrolled in an eCore class to serve as a way
to communicate with their students.

Targeted Emails
The eCore Student Success Manager will send prepared emails, with

small chunks of information to eCore students at key times throughout
the semester. These will address need-to-know information such as
how to register for the proctored exam(s), as well as “how is it going?”
requests, and tips for eCore success.

eCore Advisors may choose to send these emails directly to their
students. In this case, the eCore Student Success Manager will
provide the Affiliate eCore Advisor with email templates for the Advisor
to use to send to their students. It is recommended that each eCore
Advisor create a listserv each semester of the students enrolled in a
eCore class.

Getting Started with eCore Webpage
Each Affiliate institution has their own “Getting Started with eCore”

page that has contacts and information pertinent to that Affiliate
Institution. This page is updated by the Student Success Manager
prior to each semester and confirmed by the eCore Advisors at each
institution before classes begin:
http://ecore.usg.edu/students/start.php
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GeorgiaView Vista

eCore uses GeorgiaView Vista as the main course environment.
GeorgiaView Vista has a variety of tools that are used to create an
online learning environment that closely mirrors a regular classroom
environment. The students login to GeorgiaView Vista with the login
instructions that are provided to them in their eCore Registration and
Welcome Letters.

Username:
Your username will be the same as your campus email username
prefix, plus an assigned acronym for your campus.

Password:
Your password will be whatever your Banner Password was at the time
you registered for your eCore course.

Online Support Center

If students are experiencing technical problems using GeorgiaView
Vista, they will need to visit the Online Support Center
(http://help8.view.usg.edu). There they will find an extensive
Knowledge Base that addresses frequently asked questions and the
solutions of common problems. If they are still unable to resolve their
problem after consulting the Knowledge Base, they can submit a help
ticket which can be found under the 'Request Support' tab. Support
from the OSC is available, 24 hours a day, 7 days a week, 365 days a
year.

They can also contact the Online Support Center directly by calling 1-
866-588-5293. The student must mention that they are an eCore
student.

How Do Students Get Help

Help with Registration, Course Issues or Other Help:
eCore help Line:

M-F, 8:00 AM - 5:00 PM EST

678-839-5300

ecore@westga.edu
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Help with Course Login or Technical Issues:
Online Support Center

24 hours a day /7 days a week
http://help8.view.usg.edu

1-866-588-5293

Help with Proctored Exam or Testing Issues:
eCore Testing Coordinator

M-F, 8:00 am - 5:00 pm EST
etesting@westga.edu

678-839-5300

Orientations Offered to Students
Students are provided with several orientation opportunities each
semester.

1. eCore Online Orientation (Mandatory)
Students must take the orientation prior to registering for an eCore
course for the first time. The orientation, "What to Expect from
Your eCore Class” explains the nature of the online environment,
offers tips for success, and provides information about policies and
procedures related to eCore.

2. GeorgiaView Vista Orientation (Optional)
The GeorgiaView Vista Orientation is made available to all eCore
students beginning two weeks prior to when classes start each
semester. The orientation teaches the students how to navigate
and use the tools inside GeorgiaView Vista prior to the beginning of
class. The orientation also gives the students an opportunity to win
an eCore t-shirt. The students must take the Scavenger Hunt quiz
at the end of the orientation. If the student scores 80% on the quiz
(after two attempts) they will win a t-shirt. The purpose of the quiz
is to assess the student’s understanding of GeorgiaView Vista and
the policies and procedures related to eCore. The chance to win a
t-shirt provides an incentive for the students to go through the
orientation and make the necessary score to win!

3. Live Orientation via Wimba (Optional)
eCore students are sent several email notifications prior to and
during the first week of the semester with information on attending
a live online eCore orientation that is delivered through Wimba Live
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Classroom. The orientation lasts 15 to 30 minutes and includes
basic eCore information and tips that will help the students
succeed. The orientation is offered several times during the first
two weeks of the semester. eCore Advisors are invited to attend
the sessions with their students, but it’s not required.

. Face to Face Orientations (Optional)

Affiliates may choose to offer face-to-face sessions to their students
who are able to come to campus. These sessions should discuss
the nature of the online environment, demonstrate how to login to
the eCore class, where to purchase textbooks, how to get help,
provide tutoring services information not only about Smarthinking,
but also the tutoring services that are provided on the Affiliate
campus, and answer general questions about eCore.

At-Risk Reporting

Instructors complete weekly at-risk reports on students who have not
logged in, are performing poorly, or are considered at-risk. These
students are contacted by the eCore Student Success Team members
and eCore advisors to offer the student assistance and to help them
get back on track with their course.

Inside eCore Webpage

The Inside eCore webpage (http://ecore.usg.edu/inside/) offers a
student perspective on eCore by providing eCore Student Success
Stories, information on how to access the eCore Student Survival
Blog and the USG eCore Student Facebook Group.

The eCore Student Survival Blog was created for students and
advisors to share course experiences and offer tips for success.
The eCore Student Facebook Group is for USG eCore students to
come together for social exchange. Students share course
experiences and concerns or just chat about eCore. Reminders
about deadlines are posted on the group as well as tips for success.
Students also post their used eCore textbook information to allow
new eCore students an opportunity to purchase books at a
discounted price.
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Library Resources

eCore students are able to use the library services of any college or
university within the University System of Georgia. Each semester
students will be provided a password to access GALILEO
(http://www.galileo.usg.edu/). GALILEO stands for GeorgiA Llbrary
LEarning Online. As a world wide web-based virtual library, it provides
access to multiple information resources, including secured access to
licensed products. Students have access to over 100 databases
indexing thousands of periodicals and scholarly journals. Over 2000
journal titles are provided in full-text. Other resources include
encyclopedias, business directories, and government publications.

Information regarding how to access GALILEO is posted as an
announcement inside GeorgiaView Vista at the beginning of each
semester.

Extensive information about Library Services is also provided to the
students in the Student Guide to eCore located in the Course
Resources folder of all eCore classes and also available online at:
(http://ecore.usg.edu/student guide.pdf).

The students are also provided with information on how to access The
Online Library Learning Center (http://www.usg.edu/galileo/skills/), a
tutorial on libraries and researching. If the students are not familiar
with GALILEO or GIL, it would be beneficial for them to quickly browse
through this course. In this course, the students will find information
on:

e The nature of information, how information about a topic
develops and grows, and how understanding this can help you
with your research (Unit 1)

e Developing a research question and understanding the research
process (Unit 2)

e Identifying the needed research tools for your task (Unit 2, 5, 6,
7)

e The physical library — how it's organized (Unit 3)

e Databases and catalogs - how they work (Unit 4)

e Using GALILEO for locating periodical articles and other materials
(Unit 5)

e Using GIL for finding books and other library materials (Unit 7)

e Tips for searching the Internet (Unit 7)

e Copyright, style manuals and citing sources (Unit 8)
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e Evaluating sources (Unit 9)
e Information for Distance Education Students (Unit 10)

If students need assistance with Library Services, they may contact
the Student Success Manager at 678-839-5300.

Tutoring Services

Smarthinking.com

Smarthinking is an online tutoring service that eCore makes available
to its students. Smarthinking provides tutoring for eCore students in
Mathematics (basic math through Calculus, including Bilingual Math),
Chemistry, Physics, Statistics, Spanish, and Writing. Tutoring is
available 24/7.

With Smarthinking Students can:
e Connect with an e-structor and interact with a live tutor.
e Submit your Writing for any class to their Online Writing Lab.

e Submit a Question and receive a reply from a tutor.

Information about Smarthinking is provided inside all eCore courses
under the "Course Resources” folder.

Smarthinking Help

Students should review these trouble-shooting tips as a first step
toward resolving problems.

e Make sure that your browser is set up to allow cookies and pop-
up windows. SMARTHINKING uses both of these.

e Make sure that you have Java installed and Javascript enabled. If
you need to install Java, go to http://www.java.com, and follow
the instructions for the free download.

e Make sure that you have Active X enabled if you are using
Internet Explorer as your browser.

e Make sure that you have Flash version 7.0.19+ for Windows or
7.0.24+ for Mac OS X installed. If you need to install Flash, go to
http://www.macromedia.com, and follow the instructions for the
free download.
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Still having problems? The SMARTHINKING Technical Support team is
available to assist in the following ways:

The Customer Support section of the Smarthinking site can answer
any questions about using the service:
(http://www.smarthinking.com/static/customerSupport/). If the
student’s question isn't answerd by the FAQ, the student can call or
email SMARTHINKING support:

e Call SMARTHINKING customer support: (888) 430-7429, ext. 1
Monday - Friday 8:00 AM - 6:00 PM EST.

e Email us at support@SMARTHINKING.com, and someone will
respond to you within 48 hours.

Affiliate Tutoring Services

Each eCore Affiliate provides its students with on campus tutoring
services and should make these services available for their eCore
students as well. Each semester the eCore Student Success Manager
will contact the Affiliate eCore Advisors to receive updated information
regarding their campus’ tutoring services and provide this information
to their students.

Student Disability Services

If a student has a disability, or suspects that he/she has a disability
and would like to be considered for accommodations, there are several
options. Each eCore Affiliate campus has an office of disability
services, and the campus eCore Advisor can provide information
regarding the office on each home campus.

Learning Disabilities:

Students should contact the disability services coordinator at their
home institution to discuss the documentation and process required for
special accommodations. Students will be asked to qualify for special
accommodations by providing documentation that they have gone
through an evaluation process at an approved University System of
Georgia evaluation site.
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If the student is unsuccessful in contacting the disability services office
at the home/Affiliate campus, the student should contact the Regents
Center for Learning Disorders (RCLD) at the University of Georgia at
706-542-4589 and/or send an email to the RCLD (rcld@uga.edu).
Please note that email communication is not secure and confidentiality
cannot be assured if the student elects to communicate via email.

It is the student's responsibility to make arrangements with the
campus disability services office or the RCLD at the beginning of the
semester and to let all eCore instructors and the student's local
proctored test site know prior to the time the student will need
accommodations.

Physical Disabilities:

Students should contact the disability services coordinator at their
Affiliate campus to discuss the documentation and process required for
special accommodations.

It is the student's responsibility to make arrangements with the
campus disability services office and to let all eCore instructors and the
student's local proctored test site know prior to the time the student
will need accommodations.

Testing Proctoring

Every eCore course requires at least one, and no more than two, proctored
exams or proctored experiences. Most test sites charge a fee for proctoring
exams—generally between $15 - $30. This fee is payable to the test site at
the time of the exam.

eCore Midterm and Final Exams:

The University System of Georgia Board of Regents requires that each eCore
course contain at least one proctored experience of significance. Exam forms
and information regarding testing procedures can be found at
http://ecore.usg.edu/exams/.

Exams in eCore classes work differently than exams in traditional, on-
campus classes, because they require the student to plan and schedule
appointments at a testing center. Students and faculty should read and use
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the information on this site to ensure that the necessary midterms and final
exams are completed successfully.

In order to measure learning outcomes in an objective, verifiable way,
instructors will require students to take one or two exams at an authorized
testing center, where students will be asked to present a photo ID.

All eCore midterm and final exams are administered online via GeorgiaVIEW
Vista 8. Any potential proctored test site must have computers with internet
connection and a GeorgiaVIEW Vista supported browser. Students are
responsible for scheduling these exams with an approved proctored test site
and notifying the eCore Testing Coordinator by filling out the Online Exam
Request Form. Students are responsible for looking at the course syllabus
during the beginning of the semester well in advance of the midterm and/or
final to confirm when exams are scheduled and to then decide where to take
the exam. Students are also responsible for being aware of the conditions
and policies under which the exam will be proctored and administered.
Failure to take a proctored examination will result in failure for the course,
regardless of average of other grades.

eCore instructors will provide proctored exam dates in the online course
syllabus by the first day of the semester. Three weeks prior to each exam
(15 normal business days), students must submit an Online Exam Request
Form to notify the eCore Testing Coordinator where and when the exam
appointment is scheduled. If the exam request form is not completed by the
student, the eCore Testing Coordinator will be unable to provide the online
exam to the proctor at the test site.

Students are responsible for reading the Proctored Examination Instructions
and review the list of approved test sites. If a student does not see a test
site that is convenient (within 100 miles proximity), he or she should contact
the Testing Coordinator (etesting@westga.edu) for additional test sites in
the local area. While it is the student’s responsibility to contact the test site
directly to schedule midterm and/or final exams, the Testing Coordinator can
help with this process.

Student Proctored Exam Procedures:

Each semester there are midterm and final exam sign up deadlines
established by the Director, Curriculum and Instruction, and Testing
Coordinator. These dates are posted on the eCore Academic Calendar
(http://ecore.usg.edu/courses/calendar.php), in the Getting Started with
eCore Letters, (http://ecore.usg.edu/students/start.php) and as an
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announcement in GeorgiaView Vista. Students should do the following to
sign up for their proctored midterm and/or final exam by the deadline dates:
1. Contact testing center and make an appointment

http://ecore.usg.edu/exams/sites.php.

2. Submit the eCore "Online Exam Request Form" immediately after
making the appointment with the testing site.
http://ecore.usg.edu/exams/schedule exam.php.

3. Check with the test proctor the day before the exam to ensure they
have the necessary exam information.

eCore Billing Procedures

eCore Administrative Services bills the Affiliate Institution for 80 percent of
tuition based on the total institutional eCore enrollment less eCore student
withdrawals at midpoint. Invoices are processed 7 to 10 days past the
midpoint of the semester to allow each Affiliate Registrar the time to process
their student withdrawals and ensure accurate reporting records. Invoices
are mailed to the Chief Business Officer or Chief Financial Officer at the
Affiliate Institutions.

Administrative Information

eCore Administrative Services provides information to eCore Affiliate student
services personnel on the eCore Administration Website. The website
contains approved academic calendars, administrative services calendars for
faculty and staff, course information per semester including enrollment after
drop/add, enrollment at census, and survey results.

http://ecore.usg.edu/admin

eCore Administrative Services Staff

1. Dr. Donald Wagner, eCore Dean - Responsibilities include student grade
appeals, serving as a liaison to Affiliate VPAAs and academic department
heads for hiring, and representation on the eCore subcommittee.

Email: dwagner@westga.edu
Phone: 678-839-6636

2. Dr. Melanie Clay, eCore Associate Dean — Responsibilities include general
direction of the program, strategic planning and new initiatives, program
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evaluation, determining number of course sections and seats,
management of day-to-day support functions, liaison to BOR.

Email: melaniec@westga.edu
Phone: 678-839-0627

. Ms. Christy Talley Smith, eCore Director, Curriculum & Instruction -
Responsibilities include faculty recruitment, training of instructors,
monitoring of instructors, instructor communication and recognition,
course evaluation (CoursEval), coordination of course revision process,
maintaining content of faculty eCore web information.

Email: ctalley@westga.edu
Phone: 678-839-0633

. Ms. Stacey Rowland, Student Success Manager - Responsibilities include
offering and overseeing of student support services for USG eCore
students, student registration letters, identification and follow-up of at-
risk students, collaboration and assistance to eCore Affiliate Advisors and
Registrars.

Email: srowland@westga.edu
Phone: 678-839-0632

. Mr. Craig Brown, Marketing and Enrollment Manager - Responsibilities
include development of advertising, press releases, Web 2.0 initiatives,
development of new populations such as joint enroliment. Also oversees
copyright compliance in courses.

Email: craigbh@westga.edu
Phone: 678-839-5437

. Mr. Reynard VanTonder, Business Operations Specialist — Coordinates
worldwide eCore testing to include communication with students,
instructors, test site coordinators, locating test sites, assists with
proctoring at UWG sites, testing technical support, sends password
emails to proctors, processing instructor exam forms, ensuring that
online exams are available and have proper settings; eCore Textbook
Coordination.

Email: rvantond@westga.edu
Phone: 678-839-5296
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. Ms. Tanacha Brown, Instructional Designer — Responsibilities include
oversight of course quality, making course updates, leading course
quality review team, lead technical assistance for instructors and
students.

Email: tanachab@westga.edu
Phone: 678-839-5291

. Mr. Austin Janowski, Business Manager and Assistant to the Dean -
Conducts budget analysis and process contracts, billing and payments,
including instructor compensation, payroll, institution-to-institutions
tuition sharing. Oversees joint/dual enrollment and special projects.

Email: austinj@westga.edu
Phone: 678-839-5326

. Ms. Rachel Merritt, eCore Registration Assistant —Responsible for running
jobs and processes involved in loading UWG students into the INGRESS
registration system and processing jobs that reconcile the campus
Banner system with INGRESS ; assist students with registration, answer
eCore Helpline, monitor student prerequisites, process UWG student
withdrawals, attendance verification, and grades; collaborate with
Affiliate registrars.

Email: rmerritt@westga.edu
Phone: 678-839-5324

10. Ms. Robin Stewart, Graphic Designer- Responsibilities include

developing marketing and informational materials for eCore, developing
graphic design components to enhance online courses, maintaining of
the USG eCore website.

Email: rstewart@westga.edu
Phone: 678-839-5293
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Appendix A

eCore Administrative Services
INCOMPLETE GRADE POLICY AND REQUEST FORM

Receiving an Incomplete: The notation of I (Incomplete) may be given to a
student who, for nonacademic reasons beyond his or her control, is unable
to meet the full requirements of a course. In order to qualify for an “I”, a
student must:

a. Have completed most of the major assignments of the course

(generally all but one); and

b. Be earning a passing grade in the course (aside from the

assignments not completed) in the judgment of the instructor.
When a student has a nhonacademic reason for not completing one or more
of the assignments for a course, including examinations, and wishes to
receive an incomplete for the course, it is the responsibility of the student to
inform the instructor in person or in writing of the reason. A grade of
incomplete is awarded at the discretion of the instructor and is not the
prerogative of the student. Conditions to be met for removing a grade of
incomplete are established by the instructor.

Removal of an Incomplete: A student receiving a grade of I (incomplete) is
expected to consult with the instructor on remaining work and assessments.
The student is then expected to complete all necessary work and
assessments before the end of the next academic term. Once the student
satisfies the requirements before the end of the following academic term,
the instructor will submit the Grade Change Form to eCore Administrative
Services changing the 'I” to an appropriate grade. The Grade Change Form
is located on the USG eCore Website in the Faculty Resources section:
http://ecore.usg.edu/faculty/resources.php.

The grade change will be processed by the eCore Student Success Manager.
The eCore Student Success Manager will send the grade change to the
Registrar’'s Office at the student’s Affiliate institution and the student’s
Banner record will be updated accordingly.

The university system requires that a grade of I be removed not later than
the end of the third academic term after the grade of I was assigned
(whether or not the student was enrolled during these three terms). The
Office of the Registrar will assign a grade of F (or "U", if an S/U grading) at
the end of the third academic term unless the Office of the Registrar
receives an approved grade adjustment request from the instructor. Using
the grade adjustment form, instructors may or may not change this F/U to
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an authorized academic grade (i.e., A, B, C, D, S or WF) but may not change
it back to an I. Instructors may not change an I to a W unless a Hardship
Withdrawal is awarded. Students need not be enrolled to complete
assignments for a course in which a grade of I has been assigned. Auditing
or retaking the same course will not remove a grade of I. No student may
graduate with an incomplete grade.

Incomplete Process: This form must be completed by the instructor upon the
assignment of an Incomplete grade in a course. The student should sign the
form if possible. After signatures are obtained from the instructor and
student, the form should be submitted to the Associate Dean of eCore. After
signing, the Associate Dean will 1) Send a copy to the student at his or her
official mailing address and email address as indicated in the affiliate
institution’s Registrar records, 2) Retain a copy of the form, and 3) Return a
copy of the form to the Instructor.

Student’s Name

(Last, First MI): Student ID:

Course subject and number, Term/Year taken:

Section number:

Instructor’s name: Date by which “1”
must be removed:

Nonacademic reason for
assignment of “I”:

Student action required to
complete course
requirements: (Note: auditing
or retaking the course will not

remove an |)

Student has been notified Via: Date:
Student Signature: Date:
Instructor Signature: Date:
Assoc. Dean Signature: Date:
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