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Section 1:  Process Information 

 

These guidelines set forth a process by which academic departments through their respective colleges can 
request recognition as a fully online program.  Fully online programs will have a major code that ends in "D." 
Therefore, students in the major code would only be able to register for designated online courses, be exempt 
from health records requirements for TB and immunizations, and be exempt from select student fees to the 
extent that executive policy allows. 
 
In order for a program to be recognized as fully online, the following criteria must be met:  
 

1. UH departments and faculty must complete their internal campus specific procedures to request a 
program delivered fully online.  

2. The fully online program must have an approved substantive change or administrative approval from 
their appropriate accrediting body (WASC or ACCJC).  

3. All courses in the program must be offered by an instructional method of Distance-Completely Online 
(DCO); the application must show that the courses on the academic program map have been available 
online or that the campus must demonstrate the commitment to offering the courses on the academic 
program map once approved. 

4. Academic and Student services must be available to the student from a distance.  
5. There must not be any campus based requirements for students participating in the program, including 

mandatory orientation sessions, testing required to be done at a UH Test Center, and face-to-face 
meetings with faculty or staff. In certain cases, there may be a pre-established residency component 
(e.g internships at specific locations, intensive short-term courses) which must be approved with the 
application or subsequently approved.  

6. Institutions that offer distance education must have processes in place through which the institution 
establishes that each registered student is the same student who participates in and completes the 
course or program and receives the academic credit. Therefore, institutions must employ methods 
such as:  

a. A secure log-in and password.  
b. New or other technologies or practices that are effective in verifying student identity.  

 
The University of Hawaiʻi is meeting the Student Identity Verification for distance learning and online 
courses by doing the following:  

a. Upon admission to any of the UH campuses, the student is given a UH username and password. 
A UH username is a unique identifier for each authorized student at the UH System. The UH 
username and password are the student’s personal identification for accessing Laulima, MyUH, 
email, web publishing and various other services.  

b. The UH course management system used for online courses, requires students to use their UH 
username and password.  

 
Please address any questions regarding this form to uhdl@hawaii.edu. Use this form to request recognition as 
a fully online program. Please also include a copy of the approved substantive change letter or administrative 
approval letter from WASC or ACCJC as appropriate as well as the program map. This request should be 

mailto:uhdl@hawaii.edu
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submitted electronically to your campus Vice Chancellor of Academic Affairs. Upon approval by the campus, it 
will be routed to the Distance Learning Advisory Council for approval. Once approved, programs must request 
appropriate Banner code changes. 
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Section 2.  General Information-Please complete all information in this section. 

Institutional 
Information 

Institution’s Name: 

Originating College or 
Department: 

Proposed Program 
Information 

Proposed Program Title: 

Name of Degree to Be 
Conferred Upon Completion: 

Award(s) (e.g., A.A., B.S.): 

Number of Required Credits: 

Program Contact 
Information 

Name and Title: 

Telephone:      E-mail: 

Need for fully 
online designation 
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Section 3:  Program Information 

Proposed start date: 

Will students in the program be part of a structured cohort?   Yes   No 

If yes, will non-cohort students be able to register for the courses on a space available basis?   Yes   No 

Term length (in weeks) for course for the fully online program? 

Full-term          16-week       15-week (UHWO only) 

Part-of-term          8-week         5-week* 

* If using part of term 5-week courses, dates must follow the *UH Online Parts of Term Calendar Memo found
here: memo

Attach a list of proposed courses, pre-requisites, and total number of courses. Include a program map and/or advising 
sheet (i.e. STAR pathway). 

Provide evidence that all courses in the academic program map (including any general education, electives and/or 
graduation requirements) have been offered in the Distance-Completely Online instructional method format during the 
last two years and/or evidence the campus's commitment to offer the courses in the academic program map once 
approved as a fully online program. 

Describe any face-to-face requirements that are part of the program (e.g. on campus course). If none, then, indicate 
"Not Applicable." 

Attach copies of the approved substantive change letter or administrative approval letter from WASC or ACCJC and the 
program map. 

Section 4:  Organizational Commitment 

Describe how your institution, department, and program are allocating sufficient resources for distance 
learning programs and its student and technical support services to ensure their effectiveness and sustain the 
program. 

Describe how the department will support faculty development for teaching online, including the pedagogical 
and communication strategies to function effectively.  

http://go.hawaii.edu/ZfA
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For 5-week courses, faculty must participate in professional development and have courses reviewed using 
the UH Quality Matters rubric.  

Section 5:  Learner Support 

Describe how your institution provides distance learners with adequate academic and student support, 
including academic advising, academic support, technical support, library and information services, and other 
student support services normally available on campus. 

Do program materials clearly define how students can access these support services?   Yes    No 

Has the Director of Financial Aid updated the Eligibility and Certificate of Approval Report (ECAR) or have the letter of 
administrative approval on file if students in this program will be eligible for federal student aid?              Yes       No 

What student services and resources are available for students in an online format (without visiting campus)? 

Orientation to Online Learning (basics of online learning, technology, etc)   Yes   No  

Program Orientation (specific information about being a student in your academic program)   Yes   No  

Academic Advising/Counseling    Yes    No 

Tutoring   Yes   No 

Library Services    Yes   No 

Testing    Yes   No 

Career Services    Yes   No 

Financial Aid Counseling   Yes   No 
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Mental Health Counseling                      Yes       No  
 
Other: 

 
 
 

Section 6:  Outcomes and Assessment (part of the sub change approval process). Please attach a copy of the approved 
substantive change letter or administrative approval letter from WASC or ACCJC  for your program. 

 
Distance learning programs are expected to produce the same learning outcomes as comparable classroom based 
programs. How are these learning outcomes identified – in terms of knowledge, skills, or credentials – in course and 
program materials? 
 
 
 
 
 
 
 
Describe how the means chosen for assessing student learning in this program are appropriate to the content, learning 
design, technologies, and characteristics of the learners. 
 
 
 
 
 
 
 
 

Section 7:  Program Evaluation 

 
What process is in place to monitor and evaluate the effectiveness of this particular distance education program on a 
regular basis? 
 
 
 
 
 
How will the evaluation results be used for continuous program improvement? 
 
 
 
 
 
 
 
How will the evaluation process assure that the program results in learning outcomes are appropriate to the rigor and 
breadth of the college degree or certificate awarded? 
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Section 8:  Students Located Outside of Hawaiʻi 

 
Is the program open to students located outside of Hawaiʻi?          Yes-all U.S. States and territories 
                      

  Yes-all U.S. States and territories and internationally      
 

  No  
 
  
 
 

Section 9:  State Authorization (only complete if answer to section 8 was yes) 

UH System programs must comply with all “authorization to operate" regulations that are in place in other U.S. states 
where the institution has enrolled students or is otherwise active, based on each state’s definitions. 
 
Does your institution have NC-SARA approval providing reciprocity for state authorization?                         Yes       No 
 
What processes are in place to monitor the location of students enrolled in any distance education course in this 
program while residing in their home state? 
 
 
 
 
 
Federal regulations require institutions delivering courses by distance education to provide students or prospective 
students with contact information for filing complaints with the state approval or licensing entity in the student’s state 
of residency and any other relevant state official or agency that would appropriately handle a student's complaint. What 
is the URL on your institution’s website where contact information for filing complaints for students in this program is 
posted? NOTE: Links to information for other states can be found here.  
 
 
 
Does your program lead to professional licensure? 
 
 
Institutions are required to “keep all students, applicants and potential students who have contacted the Institution 
about the course or program informed as to whether successful completion of such offerings would actually meet state 
licensing or post-licensing requirements.” 
 
Has the program determined whether the course/program meets professional licensure requirement in the state where 
student/applicant is located and has a method to provide information in writing to the students?              Yes       No 
 
 
 
 

https://www.nc-sara.org/student-complaints-process
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Chief Academic 
Officer Approval 

Signature affirms that the proposal has met all applicable campus administrative and shared 
governance procedures for consultation, and the institution’s commitment to support the proposed 
program.  E-signatures are acceptable. 

Name and title: 

Signature and date: 



Charles Sasaki <sasakich@hawaii.edu>

Welcome to SARA 
1 message

NC-SARA <info@nc-sara.org> Tue, Oct 20, 2020 at 10:53 AM
To: "sasakich@hawaii.edu" <sasakich@hawaii.edu>

Lori Williams 
President/ Chief Executive Officer

*Paul Lingenfelter 
Chair, NC-SARA Board

National Council Board
Barbara Ballard 
Kansas Legislature

*Chris Bustamante (retired) 
Rio Salado College

Kathryn G. Dodge 
Dodge Advisory Group, LLC

Dianne Harrison 
California State University, Northridge

*Susan G. Heegaard 
Midwestern Higher Education Compact

*Teresa Lubbers (Treasurer)  
Indiana Commission for  
Higher Education

Leah Matthews 
Distance Education  
Accrediting Commission

Demaree Michelau 
Western Interstate Commission  
for Higher Education

*Patricia O’Brien 
New England Association of  
Schools and Colleges

Stephen Pruitt  
Southern Regional Education Board

Pam Quinn (retired) 
Dallas County Community  
College District

Edward "Ed" Ray 
Oregon State University

George E. Ross (retired) 
Central Michigan University

Kathleen Curry Santora 
National Association of College and University
Attorneys

Paul Shiffman 
Presidents’ Forum

Peter Smith 
University of Maryland University College

*Michael Thomas 
New England Board of 
Higher Education

*Larry Tremblay 
Louisiana Board of Regents

*Leroy Wade 
Missouri Department of  
Higher Education

Belle Wheelan 
Commission on Colleges, Southern Association
of Colleges and Schools

*Member of NC-SARA Executive Committee

3005 Center Green Drive, 
Suite 130 
Boulder, Colorado 80301 
303.541.0283  
nc-sara.org

10/20/2020  

Windward Community College  
45-720 Keaahala Rd 
Kaneohe, HI 96744-3598

Dear Charles Sasaki,

On behalf of the National Council for State Authorization Reciprocity Agreements (NC-SARA), I am pleased
to welcome Windward Community College as an institutional participant in the SARA initiative. Your
institution will be listed on our website (www.nc-sara.org) and we encourage you to inform students of your
participation by placing the SARA logo on the institution’s website. Logos may be found at www.nc-
sara.org/logos and you may use whichever logo you prefer.

A great deal of work has gone into the development and implementation of the SARA initiative. SARA
increases administrative efficiency and lowers the costs of obtaining authorization to provide postsecondary
distance education in states that join. These benefits are resulting in increased access as institutions like
yours are able to make their academic programs more widely available and accept enrollments from
students in many other states.

But increased access and efficiency will mean little if they are not accompanied by high quality. That is why
all SARA institutions annually commit to several steps designed to ensure that courses and programs they
offer through the SARA initiative provide high-quality learning opportunities that can help students reach
their goals. Institution staff working with SARA are encouraged to read the SARA Manual (www.nc-sara.org)
and ask questions about policies about which they have questions.

Thank you for joining us in this work and best wishes for your continued success.

Sincerely, 

Lori Williams 
President /Chief Executive Officer 
National Council for State Authorization Reciprocity Agreements

            

https://www.google.com/maps/search/3005+Center+Green+Drive,+%0D%0A++++++++++++++++++++Suite+130+%0D%0A++++++++++++++++++++Boulder,+Colorado+80301?entry=gmail&source=g
http://www.nc-sara.org/
https://www.google.com/maps/search/45-720+Keaahala+Rd+Kaneohe,+HI+96744?entry=gmail&source=g
https://www.google.com/maps/search/45-720+Keaahala+Rd+Kaneohe,+HI+96744?entry=gmail&source=g
http://www.nc-sara.org/
http://www.nc-sara.org/logos
http://www.nc-sara.org/

	D-Code for Online AAHS signed
	FullyOnlineProgramRequestForm - WinCC - Hawaiiloa AAHS DE Cohort
	D-Code for Online AAHS signed
	NC-SARA Approval WICHE

	Institutions Name: Windward Community College
	Originating College or Department: Office of Academic Affairs
	Proposed Program Title: Hawai'iloa AAHS DE Cohort
	Name of Degree to Be Conferred Upon Completion: Associate in Arts in Hawaiian Studies
	Awards eg AA BS: A.A.
	Number of Required Credits: 60-62
	PC Name and Title: Colette Higgins, Dean of Academic Affairs
	PC Telephone: 235-7339
	PC Email: chiggins@hawaii.edu
	Need for fully online designation: WCC is offering the AA in Hawaiian Studies to meet the needs of place-bound students and learners not near the WCC campus.  The degree helps fulfill the institution’s special mission to be of service to Native Hawaiian learners by expanding degree opportunities available to them.

Designation as online program will improve WCC’s ability to track students for enrollment, progress, retention, completion and transfer.  It will improve WCC’s ability to comply with modified health requirements as related to fully online/distance learners.

	Start Date: Fall 2020
	Yes-1: On
	No-1: Off
	Yes-2: On
	No-2: Off
	16week: Off
	15week UHWO only: Off
	8week: On
	5week: Off
	List of Proposed Courses: https://catalog.windward.hawaii.edu/hawaiian-studies/associate-in-arts-in-hawaiian-studies  and
https://windward.hawaii.edu/programs-of-study/hawaiiloa/ 
	Evidence: All relevant courses have been offered in fully online format since the start of the COVID-19 pandemic (
	F2F Requirement: Not Applicable
	Substansive Change Letter: ACCJC has determined that a Substantive Change approval is not required (documentation attached)
	Allocating Resources: WCC is fully committed to the AA in Hawaiian Studies (AA-HS) in DE format.  The AA-HS degree is housed in the Humanities department with three full time faculty all of whom have many years of experience teaching online HWST courses.  A working group specifically for the AA-HS Hawai’iloa online 8-week cohort was established to launch and support this program. Members are: Dean of Division I & Academic Support, Interim Vice Chancellor for Student Affairs, as well as WCC’s Professor of Hawaiian Studies, Professor of Hawaiian Language, Native Hawaiian Counselor, Career & Transfer Counselor, Evening & Online Counselor/Coordinator, Marketing and Public Relations Director, and Associate Professor and IDS/Media Specialist. The above group includes two administrators from Academic Affairs with oversight of the class schedule, faculty hires, and academic support service (i.e. library, tutoring, testing); and the VCAS who has oversight of counseling, admissions & records, and financial aid.  The two full time faculty are the subject matter experts who also assist with scheduling and staffing of the courses. The two counselors support our Native Hawaiian students and our online students.  Rounding out the committee is the person on campus who provides technical and pedagogical support to faculty who teach online classes, and WCC’s communication expert. Additional technical support to maintain high quality instruction are provided by the Media Technology Services unit (i.e. audio, video, zoom) and by the Computing Services unit (i.e. computers, screens, internet).  Students will also be supported via online services provided by the library, tutoring and testing centers.
	Faculty Development: The faculty who will be teaching these online courses already have many years of experience successfully teaching online.  Professional development opportunities were provided in Summer 2020, which emphasized successful pedagogical strategies (i.e.  AVID Digital Experience, WCC’s Distance Education Excellence Program, Quality Matters workshops, KCC’s  Teaching Online Prep Program).  Starting in Fall 2020, two weekly professional development workshops are being held via  zoom (i.e.  Tech Tuesdays and Teaching Online Thursdays).   WCC instructional development staff developed useful Laulima  video tutorials and the Distance Education Hui maintains discussion forum topics about online teaching, both are found on  the WCC Intranet site.   The WCC intranet and the faculty/staff listserv provide internal communication avenues to  effectively notify online instructors about services and support. 
	DL Support: Academic support services are available online.  Technical support is provided via UH ITS Help Desk and WCC’s Computing Services unit.  Library and information services are provided via the WCC’s library website (i.e. chat, email, phone).  WCC’s Ka Piko Center also provides online test proctoring and tutoring services in Math, English and Speech in addition to Supplemental Instruction tutors embedded in select classes.  Through the UHCC system office, WCC students also have access to Tutor.com for 24/7 assistance in subjects like Math, Science, and English. 

All student services, Admissions and Records, Financial Aid, Counseling, Academic Advising, and TRIO SSS, are available to students via Zoom, email and phone. Counseling and academic advising appointments are readily accessible via STAR Balance self-service options. The Distance Education Counselor and Native Hawaiian student Counselor will provide “wrap around services” and supplemental support for the cohort. 
	Yes-3: On
	No-3: Off
	Yes-4: On
	No-4: Off
	Yes-5: On
	No-5: Off
	Yes-6: On
	No-6: Off
	Yes-7: On
	No-7: Off
	Yes-8: On
	No-8: Off
	Yes-9: On
	No-9: Off
	Yes-10: On
	No-10: Off
	Yes-11: On
	No-11: Off
	Yes-12: On
	No-12: Off
	Yes-13: On
	No-13: Off
	Other: Students will also receive tailored support services from a designated Distance Education Counselor.


	DL LOs: The AA in Hawaiian Studies is identified in the college’s online catalog as a foundational degree in Hawaiian knowledge and culture, and is an option for students seeking a subsequent entry into most baccalaureate programs at UH Mānoa, UH Hilo and UH West O’ahu.  The AA-HS also provides students with qualifications that will be useful in the workforce where understanding and application of Hawaiian knowledge is desired.

The three program learning outcomes are identified in the college’s online catalog and on the college website:
1. Describe aboriginal Hawaiian linguistic, cultural, historical and political concepts.
2. Apply aboriginal Hawaiian concepts, knowledge and methods to the areas of science, humanities, arts and social sciences – in academic and in other professional endeavors.
3. Engage, articulate and analyze topics relevant to the aboriginal Hawaiian community using college-level research and writing methods.
	Assessing Student Learning: Appropriate content is shared with students via a Learning Management System (i.e. Laulima, Canvas).  Instructors use a variety of assignments and strategies (i.e. discussion forums, video presentations, group and individual projects) and technologies (i.e. Zoom, Padlet) to deliver content and engage students.  Recognizing the diversity of learners (i.e. students with disabilities, returning adults, first generation to college), a variety of assessment measures (i.e. exams, written assignments, oral presentation, demonstrations) are used by instructors to assess student learning.


	Effectiveness: The program is assessed in the Annual Review of Program Data (ARPD), which includes: analysis of demand, efficiency, and effectiveness data; assessment of the program student learning outcomes; an action plan and resource implications.  Within the ARPD, Distance Education indicators are measured and compared annually, and a comprehensive review of program data is conducted every five years.  Course level student learning outcomes are identified in the course catalog and on each course syllabus. 
	Eval Results: Data are reviewed annually to compare enrollments, withdrawals, success rates, and persistence of in-person student and online students and improvements are discussed at department meetings, division meetings, and are resourced appropriately through the usual planning and budgeting cycle.  




	Eval Process: The college engages in formative and summative assessment in all courses and programs on a regular and ongoing basis.  All courses are evaluated on a regular basis by instructional faculty teaching the course.  All courses offered are assessed in a formal fashion on a five-year cycle.  Rigor and breadth are embedded into the course learning outcomes and are a major component of ongoing assessment at the course and program level.  Adjustments to curriculum, courses, or program requirements may be made when assessment results show poor achievement of expected learning outcome mastery. 

	Yes-14: On
	Yes-14A: Off
	No-14: Off
	Yes-15: On
	No-15: Off
	Location Process: Windward Community College will follow recommended procedures as established by the University of Hawaii to monitor the location of students enrolled as follows: 
1. Determine a student’s location at the time an existing student notifies the institution of a change of address for purposes of issuing the required disclosures by using the new Physical Address section that will be added to the Student Record Update Form by November 1, 2020 and a report that will be created to identify students whose physical address state has changed. On the Student Record Update form, students will be asked if their physical location address is the same as their mailing address. If they check, "Yes," then there is no change because the absence of a CU address means their physical = mailing. If they check "No," they must enter their physical address. If they are homeless, they can check the radio button which will then only require that they enter city, state and zip code. For homeless students who check the radio button, a CU address record will be created in Banner with City, State and Zip Code provided by the student and "No Physical Street Address" will be inserted in the address line 1 field. 
2. When a student’s location has changed for any of the information above, the Distance Education Counselor shall notify the Registrar of this change.  
	Federal Regulations: https://windward.hawaii.edu/about-wcc/leadership-administration/chancellor/student-affairs/grievance-procedures/ 

	Prof Licensure: NO  (Therefore the checkbox below is N/A and has been left blank)
	Yes-16: Off
	No-16: Off
	CAO Name and Title: Charles S. Sasaki, Vice Chancellor for Academic Affairs, WCC
	Signed Date: December 7, 2020


