
Guidelines and
 Recommendations 

for Student E-Learning



- 2 -

Contents

														              Page

About the Guide	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 3

What is E-Learning	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 3

What are Virtual Learning Environments? 	 ...	 ...	 ...	 ...	 ...	 ...	 3

Defining Learning Platforms	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 3

Modes Of Delivery	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 4

Why Do Students Choose Online Learning?	 ...	 ...	 ...	 ...	 ...	 ...	 5

Accessing the Online Learning Platform	 ...	 ...	 ...	 ...	 ...	 ...	 5

Tools	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 6

E-Learning Tips for Success 	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 8

Online Learning Attendance	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 8

Study Time Information	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 8

Student Code of Conduct	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 9

Technical Requirements	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 14

Student Training	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 14

Support Services	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 14

E-Learning Support	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 15

References	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 ...	 15



- 3 -

About the Guide: 

This guide has been prepared by The Sir Arthur Lewis Community College. It is intended for students, parents, 
guardians, counselors and others who guide students in their decision about whether online courses are a good 
option for their personal circumstance. 

This guide the world of online learning from the perspective of the people integral to creating a positive learning 
experience. It outlines key definitions, research and resources, and practical strategies that detail what kind of 
preparations and support systems are necessary to ensure you as students succeed in your online courses.
Introduction: 

Online learning or E-Learning is a great option for many students and can be a very effective way to learn. Taking 
virtual courses is quite different from taking face-to-face courses. It is very important you know what you’re getting 
into and what kind of support you’ll need to be successful before classes start. Research shows that students who 
are well prepared and well supported for this new experience do better in their classes.

WHAT IS E-LEARNING?
E-learning is learning that takes place with on-line or virtual learning environments. Elearning takes many forms: it 
can be part of formal education, offered by an accredited higher education institution (HEI) such as a university in 
the form of open or blended learning.* It is also offered as short ‘stand-alone’ courses, such as MOOCs (Massive 
Open Online Courses)**, that can sometimes be combined or stacked into larger units. 

• Blended Learning: A style of education in which students learn via electronic and online media as well as 
traditional face-to-face teaching.

• Massive Open Online Course (MOOC):  An online course that has open access and interactive 
participation by means of the Web. MOOCs provide participants with course materials that are normally used in 
a conventional education setting, such as lectures, videos, study materials and problem sets.

WHAT ARE VIRTUAL LEARNING ENVIRONMENTS?
According to the “Guide for designing and developing e-learning courses” (FAO,  2011), a learning platform is a 
set of interactive online services that provide learners with access to information, tools and resources to support 
educational delivery and management through the Internet. The two common learning platforms are : 
	 • Virtual Learning Environments (VLEs), 
	 • Learning Management Systems (LMSs) or

DEFINING LEARNING PLATFORMS 
a. Virtual Learning Environments (VLE) are defined as a learning platform which supports students and 
teachers through use of digital solutions to enhance the learning experience in an educational institution. VLE’s, 
particularly have the capability of supporting collaboration. 
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Characteristics of VLE’s include but is not limited to: 
• Does not contain all content but allows for links to content outside of the VLE.
• Allows for creation, storage and dissemination of content. 
• Facilitates communication between students and teachers by various methods including discussion boards, 
email, messaging, chatting.
• Allows for planning of courses and lessons.

b. Learning Management System (LMS): Software designed specifically to create, distribute and manage the 
delivery of educational content. They also automate the learning course, easily delivers training, manages learners 
and keeps track of their progress and performance across training activities, to help reduce administrative 
overhead. The differences between VLE’s and LMS’s comes more from the setting in which they operate.

1. Modular Object-Oriented Dynamic Learning Environment (MOODLE) is the official VLE of the Sir Arthur 
Lewis Community College. It is to be used in the delivery of online instruction.

MODES OF DELIVERY
There are two options for instructors to facilitate class sessions remotely:

1. Synchronous: instructors and students gather at the same time and interact in “real time” with a very short or 
“near-real time” exchange between instructors and students.

2. Asynchronous: instructors prepare course materials for students in advance of students’ access. Students 
may access the course materials at a time of their choosing and will interact with each over a longer period of time.

Instructors may choose to engage you synchronously or asynchronously depending on the course content or 
material that needs to be taught. There are many advantages and disadvantages to asynchronous and synchronous 
teaching options.

Because online learning is still new to many of the staff and students, it is common for there to be misunderstandings 
about online courses — specifically how it compares to a student’s face-to-face experience. A primary example 
is that people often believe that online courses are easier. When done well, an online course is as robust as the 
same course delivered face-to-face.

When new to an online course the student has to:
• Learn the same content knowledge but has to do so in an unfamiliar learning environment. 
• Develop skills for navigating the online course by 
	 o Using self-regulation strategies for staying on pace to complete the course, 
	 o Finding new ways of asking for help when they have a question, all without being in the same physical 	
	 location as their online teacher. 
• Understand that the learning platform used may be unique to the online school or program, but the technology 
and learning applications are often familiar to students.
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WHY DO STUDENTS CHOOSE ONLINE LEARNING?
Students may want to learn online for a variety of reasons. These reasons include but are not limited to academics, 
social and emotional health and wellbeing and interests and life circumstances. 

In an online environment students may become fulltime learners taking all their courses online; they may be part 
time learners by adding online courses to the courses they take at school, or they may just enrol for summer online 
courses to enrich, recover or advance their learning during summer months. 

Whatever the motivation or goal for the choosing an online course paying attention to that motivation can go a long 
way towards successfully completing the online course. 

Online learning may be attractive because to the student because it is:

1. 	 Personalized to their needs and learning goals. When they select their courses, they take greater  
	 ownership.
2. 	 Flexible so that they can try different ways to learn. Online learning allows for scheduling to accommodate  
	 health, athletics, and job and family circumstances.
3. 	 Interactive and engaging to draw them in. They meet people outside their community in a safe environment,  
	 and multimedia used in online learning provides different ways of learning.
4. 	 Relevant to the life they’d like to lead. They gain more experience using the 21st century technology  
	 tools. 
5. 	 Paced by their own progress measured against goals they understand. They move faster or  
	 slower through assignments and track their own progress toward their goals.
6. 	 Constantly informed by different ways of demonstrating and measuring their progress.  
	 Educational technology can measure and share progress quickly.
7. 	 Collaborative with faculty, peers, and others, unlimited by proximity. They can access learning  
	 materials and using online communication tools.
8. 	 Responsive and supportive when they need extra help. Communicating outside the typical school day is  
	 supported by the online learning culture. Many report they spend more time interacting online than in  
	 the face-to-face classroom.
9. 	 Challenging but achievable, with opportunities to become an expert in an area of interest.  
	 Online learning reinforces lifelong learning skills and promotes information literacy and communication 	
	 skills as well as thinking and problem-solving skills.
10. 	Available to them as much as it is to every other student. Online learning can direct the talents of some  
	 of the most skilled educators to the most underserved populations.

ACCESSING THE ONLINE LEARNING PLATFORM:
• Before you can access Moodle, you will need an SALCC apps Account. You can set it up by visiting the ITS 
Office. They will create a user name and password for you. 
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• All students enrolled in an online course must have access to a computer with internet access and the following 
software and programs: 
	 o Minimum Browser
		  • Chrome
		  • Firefox
		  • Opera
	 o Plugins
		  • Acrobat Reader
		  • Flash Player
	 o Other Software
		  • Word processing application
		  • Spreadsheet applications

TOOLS
The following are the main tools to be used in the delivery of online instruction
1. MOODLE

If you are new to using MOODLE, you may appreciate some orientation to key MOODLE tools and functions.

• Messaging: This allows you to direct message your instructors and each other in MOODLE. 

• Assignments: Instructors create space for you to upload submissions, from informal reflections to formal 
written assignments and projects. 

• Announcements: Instructors can send mass e-mails or messages to the whole class community via the 
Announcements tool. This allows the messages to be archived and reduces the need for instructors to collect 
individual email messages from you. 

• Chat: The whole class, and the instructors can engage in a “real time” text-based, instant messaging 
conversation. This can be a nice way for the instructors and you to communicate nimbly without needing to use 
voice-based chat and without needing to use any outside apps or resources.

• Discussions Forums: Instructors can create threaded, written discussion forums for you to engage in written 
dialogue with each other and respond to written prompts. Discussions are asynchronous.

• Files and Documents: You will find key course documents, like the syllabus, readings, assignment sheets 
and activity descriptions in this space. These mayalso be embedded onto the course page. You can download 
these resources for later use.

• Modules or Topics: This is the course content organized into several chunks or groups of learning content. 
These pieces of information including the syllabus, assignment sheets, activity descriptions, and outside links  
and resources, are grouped together for you to access those resources during a synchronous or asynchronous 
class session. The modules give you access to readings, activity descriptions, outside links and assignment 
submission links all in one place.
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• Pages: Instructors can create content for you to read or access that is not already created in a separate website 
or in a Word Document or other kind of document.  The settings for Pages can also be changed so that the page 
can be edited by both  instructors and students to create a class Wiki.

• Groups: You can be assigned to groups to work on collaborative projects and group work. 

2. ZOOM
Zoom is a video-conferencing platform that allows you to engage in live Web conversations with your Instructor 
using audio, video, and text-based chat features.

Unlike a video-conferencing program like Skype or Google Hangouts, you do not need a unique username or 
account to use Zoom. Your instructor will provide you with a link for the zoom conference, where you can then 
follow the web link or call the phone number to join in on a live conversation.

You can access Zoom in several ways:
	 • Zoom is integrated into your MOODLE site.
	 • As a standalone app.
	 • Through your browser.

TYPES OF COURSE ENGAGEMENT TO EXPECT:
You should make every effort to utilize the tools provided to you for your online learning experience. Remember the 
online environment allows you to work even when you are not engaged in synchronous activities.

Video – Your instructor may use video for the following purposes
• 	 To pre-record live lectures to upload to Moodle. 
• 	 To make announcements, do end of week wrap-ups and or present other ideas. 
• 	 To provide varying perspectives to you including the use of third party videos to share content, to generate  
	 discussion and intellectual exchanges and share ideas.
• 	 To demonstration a skill or competency. You can use videos to demonstrate their competency and skill in 	
	 reverse demonstrations.

Live/Synchronous Sessions:  Your Instructor may use Live synchronous session to: 
• 	 Provide interaction between you and them. 
• 	 Clarify misconceptions and opportunities for live exchanges.
• 	 Meet and interact with guest lecturers.

Discussion Forums:  Your Instructor may use discussion forums to 
• Provide opportunities for exchanges of information and sharing of opinions.

Live Chats:  Your Instructor may use live chats to: 
• Provide opportunities for synchronous exchanges by direct messaging.
• Set up and conduct virtual office hours.
• Conduct small group sessions.
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E-LEARNING TIPS FOR SUCCESS: 
You are required to ensure that you fully understand the qualities and understanding of a successful learner. As an 
online learner, you have success when practicing and applying the following steps to improve your online learning 
success. Online courses provide more flexibility than traditional classroom courses, allowing you to balance your 
life schedule more successfully with your class schedule. To get the most out of online learning experience, you 
should review the following suggestions and strategies.

• 	 Read the course syllabus thoroughly and understand the course expectations.
• 	 Set a realistic schedule and ensure regular study time is established.
• 	 Set goals and deadlines to meet deadlines and assignment due dates.
• 	 Organize study schedule and create an electronic or weekly calendar and set reminders.
• 	 Stay in touch with the faculty and know your faculty preference on how and when they prefer to be contacted  
	 - via phone, text, email, online office hours, messenger, skype, etc.
• 	 Take time to evaluate progress by checking and calculating your grades. 
• 	 Plan time wisely and ensure time to study for test/quizzes.
• 	 Connect with classmates to create an engaging productive environment. 
• 	 Discuss your progress with faculty and keep track of deadlines and submissions
• 	 Login to the online environment regularly (at least four times a week) and complete assignments on time. 
• 	 Study Time for Online Courses - For an online course of one (1) credit hour, a student is expected to spend  
	 four hours (4) per week studying the course materials. 

Remember, online learning is not for everyone. Although it is a convenient way to take classes, there are additional 
expectations when you enroll in online classes. 

ONLINE LEARNING ATTENDANCE:
Attendance in Online Courses is mandatory just as face-to-face courses. You need to login into the Learning 
Management System (LMS) at least 3-4 times a week. Please refer to your online faculty’s course requirements 
and specifications and ensure you actively participate in your online course. Attendance will be tracked through 
Moodle by the Instructor. Attendance will incorporate completion of course requirements, participation in completing 
course assignments and interactions with Instructor. You are expected to regularly attend all classes for which 
they are registered. A percentage of your grade will be based on class attendance and participation. Absence 
from class, regardless of the reason, does not relieve you of your responsibility to complete all course work by 
the required deadlines. Furthermore, it is your responsibility to obtain notes, handouts, and any other information 
covered when absent from class and to arrange to make up any in-class assignments or tests if permitted by the 
instructor. Incomplete or missing assignments will necessarily affect  your grades.

STUDY TIME INFORMATION: 
Study Time Outside of Class for Face-to-Face Courses:

For every credit hour spent in a class, you are expected to spend two hours (2) outside of class studying the course 
materials. 
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Study Time for Hybrid or Blended Courses:

For a hybrid or blended course of one (1) credit hour, you are expected to spend three (3) hours per week studying 
the course materials. 

Study Time for Online Courses: 

For an online course of one (1) credit hour, you are expected to spend four hours (4) per week studying the course 
materials.

STUDENT CODE OF CONDUCT:

Copyright and Intellectual Property
1. Copyright: is a legal term used to describe the rights that creators have over their literary and artistic works. Works 
covered by copyright range from books, music, paintings, sculpture, and films, to computer programs, databases, 
advertisements, maps, and technical drawings.

2. Intellectual Property: refers to creations of the mind, such as inventions; literary and artistic works; designs; and 
symbols, names and images used in commerce.

USE OF EMAIL:
You must activate their SALCC apps account in order to be able to use the Learning management system. To 
activate the apps account please see Google apps and Computer Technology Support below or please visit the ITS 
department for assistance.

Identification and Passwords: 
All users of the SALCC’s learning management systems are responsible for maintaining the security of their 
usernames, passwords and any other access credentials assigned. The SALCC ID is not a secure credential and 
may be displayed at various areas in the learning management system. The password used to enter the system 
is a secure credential. Access passwords may not be shared or given to anyone other than the user to whom they 
were assigned to for any reason.

You are responsible for any and all uses of your student account. You are responsible for changing passwords 
periodically to maintain security. Failure to read SALCC policies, guidelines, requirements and regulations will not 
exempt you from responsibility.  You are responsible for providing accurate and true information about yourselves 
in any identity verification process.

Assessment and Feedback
Students will be provided with a variety of online assessment tools.
 
Academic Integrity
Students are responsible for being aware of the SALCC’s Academic Integrity Policy and demonstrating behavior 
that is honest and ethical in their academic work. Such behavior includes:
• 	 Following the SALCC’s Academic Integrity Policy.
• 	 Following the Lecturer’s rules and processes related to academic integrity as directed in the course syllabus 		
	 and related course documents.
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• 	 Asking the Lecturer for clarification if the syllabus, assignments, or grading policies seem unclear.
• 	 Helping to foster a campus environment where academic integrity is expected and respected.
• 	 Treating each other with courtesy and respect and helping to foster an environment in which all students are  
	 treated with courtesy and respect.

Violations of academic integrity demean the violator, degrade the learning process, deflate the meaning of grades, 
discredit the accomplishments of past and present students, and tarnish the reputation of the university for all its 
members.

Please Refer to the Colleges Student Rules and Regulations. 

What is academic integrity?
- Academic integrity is an ethical code, whereby the student guarantees that all work submitted is the student’s 
own work.

Why is academic integrity important?
- When students submit an assignment that is not their own original work, there are two issues involved:
- Students are earning credit for learning material for which they have not demonstrated mastery.
- They may be violating the policies of the school.

What are some examples of academic integrity violations? (See SALCC Academic integrity Policy)
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Violations of academic integrity demean the violator, degrade the learning process, 
deflate the meaning of grades, discredit the accomplishments of past and present 
students, and tarnish the reputation of the university for all its members. 

 

Please Refer to the Colleges Student Rules and Regulations.  

What is academic integrity? 

- Academic integrity is an ethical code, whereby the student 

guarantees 

that all work submitted is the student’s own work. 

 

Why is academic integrity important? 

- When students submit an assignment that is not their own original 

work, there are two issues involved: 

- Students are earning credit for learning material for which they have 

not demonstrated mastery. 

- They may be violating the policies of the school. 

 

What are some examples of academic integrity violations? (See SALCC Academic 

integrity Policy) 

Practices associated with academic misconduct include, but are not limited to, the 

following. 

 

 Misconduct Associated Unacceptable Practices 

a. Cheating 1. Use of materials, aids or devices not 

purposefully allowed/approved by the 

Practices associated with academic misconduct include, but are not limited to, the following.
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 Misconduct Associated Unacceptable Practices 

instructor during an examination, test, quiz, lab 

report or other work submitted as assessments. 

2. Copying another person’s response(s) in a test, 

examination, quiz, lab report or other work 

submitted for assessment. 

3. Resubmission of work which has already been 

assessed 

4. Falsifying or fabricating data/results, this 

includes research data 

5. Implying discovery of new information or 

original analysis of data in research through 

omitting reference to relevant published works.  

6. Obtaining access to examination papers(s), 

examination questions or other confidential 

information through bribery, theft, deceit, 

collusion or otherwise. 

7. Submitting stolen or purchased assignments or 

research 

8. Collaborating in instances where collaboration 

is not allowed. 

 

 

b. Collusion 1. Collaboration with other students or persons, 

without permission or beyond the scope of 
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 Misconduct Associated Unacceptable Practices 

permissible collaboration, on work that is 

subsequently submitted by the individual 

collaborators as their separate work as if they 

were created solely. 

2. Submission of collaborative work that is mostly 

the work of a subset of the collaborating 

students or persons in instances where 

collaboration is permitted. 

3. Inclusion of persons who were not involved in 

the creation of a piece of work as authors of the 

work. 

 

 

c. Contributing to 

academic 

misconduct 

1. Providing unauthorized access to assignments 

and assessments. These include giving, sharing 

and selling materials.  

2. Facilitating students in copying during 

examinations, tests or assignments.  

3. Facilitating or covering up academic 

misconduct. 

 

d. Fraud 1. Presenting altered information or omitting 

information during the admission or 

recruitment processes. This information 
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 Misconduct Associated Unacceptable Practices 

includes medical information, academic 

transcripts, letters of reference and certificates. 

2. Submission of false, forged or altered medical 

certificates for academic or professional 

consideration 

 

e Impersonation 1. Pretending to be someone else or having 

someone else pretend to be them for the 

purpose of assessment. This applies both in 

electronic and face to face assessments. 

 

f. Plagiarism 1. Presenting another person’s work as one’s own 

without appropriate referencing. This includes 

words, artistic representations, images, ideas 

and data. This includes information found on 

the internet and unpublished materials. 

2. Presenting someone else’s works, opinions or 

theories as if they are one’s own.  

3. Failing to adequately paraphrase someone 

else’s work by changing a few words or not 

citing the original source. 

 

g. Recycling 1. Reuse of previous work: Submitting the same 

work, in whole or in part, to obtain credit in 
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 Misconduct Associated Unacceptable Practices 

two or more courses, or in the same course 

more than once, without the permission of the 

instructor. 

 

 

Examples include:  

- Copying and pasting a report from the Internet and representing it as 

your own work 

- Copying any other work and not properly citing authorship 

- Providing answer/questions to another student 

- Trying to submit work you have already submitted 

 

 

Technical Requirements 

 

Student Training 

Support Services 
What Kind Of Support Will You Have?  

When you take a class in school, your teacher and other students are in the room with 
you if you have questions. You have a place to sit and books and materials to work with 
close by. Maybe a laptop or tablet, too. When you learn virtually, your school may have 
another place for you to work on your course (for example, the library/media center or a 
special lab), but you may be responsible for creating your own space both at school and 
at home. You also need to know how to contact and ask for help from the people 
involved in your online learning: 

Examples include: 

- Copying and pasting a report from the Internet and representing it as your own work.

- Copying any other work and not properly citing authorship.

- Providing answer/questions to another student.

- Trying to submit work you have already submitted.

Technical Requirements

Student Training

Support Services
What Kind Of Support Will You Have?

When you take a class in school, your teacher and other students are in the room with  you if you have 
questions. You have a place to sit and books and materials to work with  close by. Maybe a laptop or tablet, 
too. When you learn virtually, your school may have another place for you to work on your course (for example, 
the library/media center or a special lab), but you may be responsible for creating your own space both at 
school and at home. You also need to know how to contact and ask for help from the people involved in your 
online learning:

Course Instructor: The person who is teaching your virtual course is the first one to go to when you have 
questions about assignments or resources.

Academic Advisor: The College provides students learning online with a person to support you in your 
online learning experience. 

Technology Staff: The Staff of the ITS helps to oversee the computer labs and learning technology and may 
be able to help with any technology questions or problems you have.

Help Desk: You can also seek assistant by going to helpdesk@apps.salcc.edu.lc in case you have issues 
with the course that your mentor, parent, or instructor can’t resolve.

Peers: Friends who have taken virtual courses can encourage you and be a big help introubleshooting. 
Classmates in your online course can also show or tell you about course features or assignments.



Others: There are additional staff who support online learners, for example, counselors or the librarian. 
Students are encouraged to access and utilize the online Library resources. Students have access to EBSCO 
online research databases. 

E-LEARNING SUPPORT 
elearning@apps.salcc.edu.lc

Google Apps and Computer Technology Support Information Technology Services 
helpdesk@apps.salcc.edu.lc\

REFERENCES: 
E-Remote Learning, Student parent Handbook.  Available:  
https://www.epsnj.org/cms/lib/NJ01912667/Centricity/ModuleInstance/7312/eLEARNIN
GStudent-ParentHandbook.pdf

Student Guide to online learning. (2020). Michigan Virtual Learning Research Institute. 
Available: https://michiganvirtual.org/resources/guides/student-guide/
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