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MESA STATE COLLEGE

Office of Extended Studies
1100 North Avenue ( Grand Junction, CO 81501-3122
Phone (970) 248-1384 ( FAX (970) 248-1420


Guidelines for Contract Courses

We want to provide you with the information and support you need to deliver high-quality courses.  This document is designed to support you with your work to answer frequently asked questions from those who design and teach off-campus courses through Extended Studies.  This document provides a description of the following topics:

1.  What is a Contract Course

2.  Procedures for Establishing a Contract Course

3.  Procedures for Delivering Approved Contract Courses

4.  Extended Studies Affiliate Faculty: Information & Expectations

Please take time to read this material.  All requested items are necessary to satisfy policy guidelines set forth by Mesa State College and the Statewide Extended Campus.  

Contact: 
Dr. Ben Keefer, Director of Extended Studies



     970-248-1384



keefer@mesastate.edu
1.  WHAT IS A CONTRACT COURSE?

These are usually courses conducted using terms established between Mesa State College and a school district, BOCES, or nonprofit organization, in which Mesa State College is responsible for the awarding of academic college credit.  The sponsoring organization takes on the responsibility of paying the instructor.  Mesa State College is not responsible for paying the instructor or for any expenses incurred during the class.  

Contract Course Tuition (As of 7/1/06): $45.00 per semester hour




Note: This is the tuition rate paid by all registrants in contract courses; there is no differential for in-state or out-of-state students.  The contract course tuition is subject to change without notice.

2.  Procedures for Establishing

Extended Studies Contract Courses

To request a contract course, three primary pieces of information will be required.  They include the following (each underlined item is explained in more detail below):

A. Written request to offer the course for credit, on school/agency letterhead, with justification for the request.

B. Instructor Approval information.  A current vita and transcripts (minimum of a Master’s degree required) for the proposed course instructor(s).

C. Detailed course information: course outline containing the course title, course description, content outline, hours of instruction, the assessment process and grading policy, textbooks or other materials required, attendance policy, and any other pertinent information.

A.  Written Request

The course must be requested in writing, on letterhead, by a school district, BOCES, or other appropriate agency.  Such requests must include the purpose for the course, e.g. licensure, enrichment, salary advancement, or degree requirements.  Graduate or undergraduate credit must be determined and justified.  It must also include specific dates, time and location of the requested course.  An example of a written request can be found in Attachment A.
B.  Approval of Instructor(s)

Every instructor of a course offered through Mesa State College’s Extended Studies must be approved by the Academic Department appropriate to the requested course.  This approval process requires the submission of a resume and academic transcripts to the College.  All instructors must have appropriate academic credentials for the course content.  A Ph.D. or Ed.D. is preferred, however, a Masters degree in the discipline area and appropriate experience may be acceptable.  Degrees plus additional academic credit in the specialty area must be validated by transcripts. 

C.  Detailed Course Information

All course requests must include the following information, in detail (an example of a course request can be found in Attachment B):
Course Title - Course titles should clearly reflect course content and be concise.  Basic terminology should be used wherever possible; please avoid buzzwords.  When titling the course consider the future use of the course by the students.  Mesa State College reserved the right to request course title changes if necessary.

Course Prefix and Number – Course prefix will be determined by MSC depending upon the primary discipline of the course (i.e., ISMA for In-service Math course). All In-service courses will be numbered 580.
Course Description – The course description should describe the course in general terms, and will be used for publication purposes.  The course description in the syllabus should briefly describe the content and process used in instruction.
Hours of Instruction – The following policies recognize the fact that student learning and assimilation cannot take place without adequate time for reflection and breaks to maintain alertness and comfort.

· Courses must have 15 contact hours scheduled with the instructor for each credit hour earned. Outside preparation activities are not counted as part of this time.

· A maximum of two credits may be earned in one seven-day week.

· Courses may meet a maximum of four hours before a one-hour break is given.

· Courses may meet a maximum of eight hours in one 24-hour period.

· Contact hours for field trips my only include the actual hours of instruction at the site and does not include travel time.

Contact Hour Requirements

Each class offered through Extended Studies shall have the same number of minutes of contact per credit awarded as required on-campus. Variations in contact time may be desirable in certain non-traditional formats, but these should be specifically approved by the appropriate academic unit.

· Lecture Classes. State policy stipulates that a minimum of 750 minutes, fifteen 50-minute lecture classes per semester for one semester credit.


· Instructional Lab (individualized instruction using tapes, films, and other media without direct faculty supervision); Independent Study (a student project with minimal faculty direction; and Practicum (work-oriented instruction involving the implementation of classroom or laboratory experience under the direct supervision of a faculty member. State policy stipulates that a minimum of 1500 minutes or thirty 50-minute classes per semester credit.


· Field Instruction. A minimum of 1875 minutes or 31 1/4 hours per semester credit.


· Educational Technology. A course utilizing educational technology for the delivery of instruction. These technologies may include but are not limited to: telecourses, self-paced instruction assisted by educational technologies, ITFS, microwave transmission, telephone lines, satellite transmission, facsimiles, video tapes (U.S. mail, electronic blackboard, and computer based or computer assisted instruction. The institution/campus must keep records to document its decision on how the number of credits to be awarded for these classes was determined.


· Physical Education Activity Course. A minimum of 1500 minutes or thirty 50-minute classes per semester credit.
Studio-Art. A minimum of 1500 minutes or thirty 50-minute classes per semester credit.

Course Objectives – The course objectives should specify what is to be learned through the course,

and what level of understanding is to be achieved.
Assessment Process/Grading Policy - Instructors must make value judgments of student learning or
performance using criteria presented to the students BEFORE the course begins.  
· A course syllabus containing detailed information on course objectives, outline of content to be covered, types of activities required, list of assignments, assessment procedures, and the course grading criteria must be handed out and explained to students at the first class session.

· Mesa State College utilizes a grade system of Pass or Fail.  (Pass=70% and above, Fail=69% and below). A-F grading system is available only in exceptional cases.
· Incomplete grades are only to be given when a student, due to extenuating circumstances, is unable to complete work prior to the end of the given semester.  Incomplete grades require an agreement between the instructor and the student for the work to be completed in no more than one semester following the end of the semester in which the course was taken.  All incomplete grades will automatically revert to “F” if the grade is not changed within the prescribed one-year time period.

· Assessment/evaluation procedures must include specific activity objectives and the weight on the grade assigned to each.  The student’s grade must be calculated by the instructor rather than given.

· Instructors must require some form of an evaluated culminating activity, e.g., final exam, paper, project.

· No more than 10% of the grade should be given for attendance.  Students are expected to attend and participate.  Students may, however, be penalized for failure to attend.

Procedures for Offering Credit for Conferences

Regular procedures for approval will be followed. In addition, the series of conferences will focus on a single theme or specific topic. 

An Action Plan will be completed on each conference during the series.

· The Action Plan will consist of the following:

· Listing of a goal

· Developing an objective

· Listing a series of activities that can be selected to accomplish the objective

· Listing a series of outside resources that will assist in reaching the objective

· Explaining how the objective will be evaluated

These courses will be graded Pass/Fail.

3.  Procedures for Delivering Approved CONTRACT Courses

Upon approval of the requested course, a “Course Packet” containing registration materials and student course evaluation forms will be sent to the instructor and/or the staff development agency. The registration/application form consists of one page, front and back.  Students must complete ALL registration data including their complete address, social security number, birthdate, classification, and other necessary information on the registration form.  

Instructors are responsible for collecting tuition payments.  Mesa State College accepts personal checks.  Mesa State College also accepts MasterCard, Visa or Discover.  Please ensure that all credit card information is listed properly by verifying that all 16 digits along with the expiration date are recorded.  Incomplete information will result in a delay in registering students and can result in a student not receiving any credit.  Mesa State College does not accept cash payment for off-campus courses; money orders are accepted.  

Do not register undergraduate students for 500 numbered course. These students will NOT receive credit.  500 series numbered courses are for graduate students only.

A course roster (typed or computer-generated) should accompany the completed registration forms.  Return registration forms and tuition payment after the second class meeting to Mesa State College-1100 North Avenue, Grand Junction, CO 81501.  Please make sure the class roster is included and finalized.  

Instructors should get the registration/application forms and tuition payments back to Mesa State College as soon as possible so students can meet deadlines.  When all registration/application forms and tuition payments have been received, the registered students’ names will be entered into the College’s record system and a grade roster will be returned to the instructor for reporting grades.  Instructors may submit grades before the roster is sent.  If grades are submitted with the registrations, a verification roster will be sent for the instructor’s signature.  

Instructors are required to return student course evaluation forms that have been provided.  Extended studies course evaluations may be moved to an on-line format in the future.  

Posting of Grades

All instructors should inform students of Mesa State College’s grade posting procedure. Posting 
grades determines when the course grades will be available on transcript.  Normally grades are only 
available at the end of the semester in which the course was taken.  If students need proof of their 
enrollment and final grade in a contract course (for renewal of teaching license, for example), they 
should write a letter to the registrar listing the courses needing verification.  The Registrar’s Office
will provide an official notification to the student.

Transcript Request and Fees

The cost of an official transcript is free. A copy may be obtained by sending a transcript request form

that includes the student’s Mesa State ID number (or social security number) for each transcript copy 
to:
Registrar’s Office

Mesa State College

1100 North Avenue

Grand Junction, CO 81501

FAX requests with the student’s signature are acceptable.  Please provide the above information and
FAX to 970.248.1131.  For other questions related to transcripts, please call the Registrar’s Office 
970.248.1555.

4. Extended Studies Affiliate Faculty:

Information & Expectations

Academic Integrity

In order to protect the academic integrity of Mesa State College - Extended Studies courses, the extended faculty load:
· Should be considered in the context of the faculty member’s other professional responsibilities, e.g. “Does the member have adequate time to devote to the course?”

· Should recognize the different load implications in former and first time offerings, e.g. “Has the member taught the course before?”

· Should assume that academic depth of a course is to some extent a function of the freshness and novelty represented in the instructors’ ideas, attitudes, and beliefs, e.g. “How many times has the instructor taught other courses to essentially the same students planning to enroll in this course?”

Extended Studies Curricula

In order to recognize the unique features of extended studies curricula, Extended Studies loads

· should not equate Extended Studies teaching hours with on-campus teaching hours. Extended Studies courses derive essentially from needs of professional practitioners rather than from broad theoretical foundations that form graduate degree curricula.  Extended Studies teaching is, therefore, frequently narrower in scope than on-campus courses and more tightly focused on pragmatic concerns.  Correspondingly, most Extended Studies courses are packaged in a variety of “short course” formats vs. semester-long courses.

· Should not attempt to regulate or police other sectors of professional education, particularly graduate degree requirements and public school salary schedules.  Mesa State College cannot be responsible for judgments by other graduate degree programs or public school administrators regarding “academic currency” of Mesa State College Extended Studies courses.  Course syllabi and instructor vitae are on file for all Extended Studies courses if requested.  Beyond ensuring the availability of this information, Mesa State College Extended Studies will be governed strictly within the context of Extended Studies credit offered in response to legitimate existing needs.

· Should be cognizant of the origin of need for the courses in question.  Mesa State College’s Extended Studies is committed first and foremost to the continuing education needs of professional educators in the state.  When those needs are identified by persons outside the school system and promoted commercially by private interest, specific load restrictions will be enforced. These more restrictive limits reflect obvious sensitivity to potential conflict of interest in public and private sectors.

ATTACHMENT a:  SAMPLE WRITTEN REQUEST FOR A CONTRACT COURSE

August 8, 2008










Dr. Ben Keefer
Director of Extended Studies
Mesa State College
1100 North Avenue

Grand Junction, CO 81501-3122
Dear Ben,
I hereby request permission to offer the following graduate level college course in Anytown.
1. DIFFERENTIATING WRITEN INSTRUCTION FOR THE SIXTH TRAIT

2. School District # XX is asking that this course be taught with an In-service prefix.

3. This class will be taught by Tammy Teacher and Joe Instructor. Tammy is an approved instructor for Mesa State and her resume and transcripts are currently on file.  As Joe has not yet been approved by Mesa State, we are including his resume and transcripts with this letter.

4. This course will be offered for (1) Graduate level credit hour(s).

5. The dates for the individual class sessions include September 10, 17, 24, and October 1, 8, 15, 22, 29, November 5, 12, 19, 26 December 3, 10, 17, January 7, 14, 28, February 4, 11, 18, 25, March 3, 24, 31, April 7, 14, 21, 28, and May 5, 2009.

6. Class will be from 6:40 a.m. to 7:25 a.m., thus providing the 15 hours necessary for (1) one graduate credit hour(s).

7. The site for the course will be Colorado High School

8. Please find enclosed the course description, course objectives, text and instructional resources, assignments and evaluation procedures, and grading policy.

If you need any other information regarding this class, please feel free to contact me.









Sincerely,









Tammy Teacher









Instructional Coordinator
ATTACHMENT B:  SAMPLE SYLLABI with detailed course information

EDUCATION 
Reading Recovery® Training
Spring 2008 


Dept./Num.
To Be Determined
Course Title:
Reading Recovery® Training
Instructor:        Marjory Miller 
Office:             Wonderful Elementary School 
Email:             marjorymiller@schooldistrict.k12.co.us  
Class Hrs:       Tuesdays 8:30-11:30 (1/15, 1/22, 1129, 2/5, 2/19, 2/26, 3/4, 3/18, 3/25, 4/1, 4/8, 4/15, 4/22, 4/29, 5/6) 
Credit Hrs:
3.0 graduate credits
Location:         Wonderful Elementary School (Reading Recovery Room) 
Office Hrs: 
As needed.

1.   Course Description: 
This course will engage students in practical application of intensive literacy intervention (Reading RecoveryTM) for at-risk first grade children. Students will observe and discuss learning interactions around the reading and writing of meaningful texts. Students will attain theoretical constructs which will compel them to respond to learner needs with precise teaching which will guide their children to accelerated progress in literacy and will establish the foundations of a self-extending literacy system. 

2.   Course Rationale 
Marie Clay (2005), professor emeritus and noted scholar states “Reading Recovery teachers need special training to make superbly sensitive decisions about how to interact with responses of the hard-to-teach child...But how the teacher makes these procedures work for the individual learner with unusual patterns of responding is something that defies recording in a linear script of words. A training course for teachers is essentiaL” Clearly the need for the ongoing development of expert literacy teachers is essential. This course serves as a support to the demanding role of the literacy interventionist. This course is designed to allow teachers extend and refine their operational theories of literacy acquisition and intervention in order to increase their effectiveness with at-risk students in order to become certified Reading Recovery teachers. 

3.   Prerequisite 
Students must have successfully completed Reading Recovery Training Part I in order to participate in this coursework. 

4.   Required Textbooks 
•  Clay, Marie NI. (2005). Literacy Lessons for Individuals Part One. Portsmouth, NH: Heinemann.
•  Clay, Marie NI. (2005). Literacy Lessons for Individuals Part Two. Portsmouth5 NH: 
Heinemann.
•  Clay, Marie M. (2003). An Observation Survey of Early Literacy Achievement. Portsmouth. NH: Heinemann.
5.   Course Objectives
Upon completing this course the student will have a refined understanding of the theoretical framework and current research base of literacy intervention. The student will: 

• Investigate and implement the principles and procedures of Reading Recovery. 
• Articulate observations of child-teacher interactions around the reading and writing of meaningful texts. 
• Provide responsive teaching/learning interactions for at-risk first grade students, such that the child experiences accelerated literacy growth and establishes the foundations of a self-extending reading and writing system. 
• Prepare and analyze pre and post testing data to refine instruction CDE Standards met in this course include: 1.1-1.5; 3.1; 3.4-3.8; 5.3; 5.7-5.9; 6.1, 6.2, 6.6 

6.   Instructional Methods and Activities 
In this course students will be provided with a variety of learning activities that will enable the learner to observe and participate in effective literacy intervention. 
a.         Teaching demonstrations are required for each participant. 
b.         Students will keep a reflection journal. 
c.         Students will maintain all required records. 
d.         Students will engage in support sessions provided by colleagues/Teacher Leader. 
e.         Students will adhere to the Standards and Guidelines of the Reading Recovery Council of North
 
     America. 

Class Participation- Come to class prepared with readings and reflections. Participate fully in class 
activities and discussions. Your interactions are the foundations of your learning. 

Attendance- Students are expected to attend each class in a punctual manner. 

7.   Grade Distribution 
Participation  (as demonstrated by participation in conversation 
    & linked to reading assignments and teaching experiences)          15 
Teaching demonstrations                                                                    45 
Reflection Journal                                                                               20 
Support Sessions                                                                                 20 
                                                                                                           100 points possible 

Grades: Pass 70 and above / Fail 69 and below
Class Schedule of Content and Assignments 
March 1st Class: 

Explain and discuss course requirements, overview of the Six-Trait Model including philosophy and each trait. Homework — begin keeping log of mini-lessons and demonstrations used during writer’s workshop that pertain to the Six- Traits. 
Ideas Trait: Score papers, defend thinking using language from the rubric, identify strengths of the paper, and most importantly, identify the next teaching steps for the student. Explore trait-specific lessons and picture books that support the trait of ideas. 
Organization Trait: Score papers, defend thinking using language from the rubric, identify strengths of the paper and identify the next teaching steps for the student. Explore trait-specilic lessons and picture books that support the trait of organization. 
Word Choice Trait: Score papers, defend thinking using language from the rubric, identify strengths of the paper and identify the next teaching steps for the student. Explore trait-specific lessons and picture books that support the trait of word choice. 

Apr. 12th Class:          
Voice Trait: Score papers, defend thinking using language from the rubric, identify strengths of the paper and identify the next teaching steps for the student. Explore trait-specific lessons and picture books that support the trait of voice. 
Sentence Fluency Trait: Score papers, defend thinking using language from the rubric, identify strengths of the paper and identify the next teaching steps for the student. Explore trait-specific lessons and picture books that support the trait of sentence fluency. 
Conventions Presentation Trait: Score papers. Defend thinking using language from the rubric, identify strengths of the paper and identify the next teaching steps for the student. Explore trait-specific lessons and picture books that support the trait of conventions/presentation. 

May 14th Class: 
Present portfolio work. Final evaluations. 
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