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PART 1: ACADEMIC GOVERNANCE MODEL

Academic Leadership

The senior academic leadership of Lansbridge University consists of the President and Chief
Academic Officer, the Academic Council and Committee Chairs. It is structured according to
three principles:

= Clarity of reporting lines.
= Delegation of decision-making.
= Faculty, staff, student, and advisory board consultation.

President and Chief Academic Officer

The President and Chief Academic Officer is the senior academic officer and is
responsible for the overall academic leadership, student recruitment, admission and
retention, academic programs, faculty policy and procedures, and for strategic
developments in academic programs. The President and Chief Academic Officer is
responsible for planning and implementing academic programs including curriculum,
student instructional support, and faculty recruitment, teaching, research, and
institutional service.

Academic Council

The Academic Council’s responsibilities include:

VVYV 'V

Review of curriculum, subject matter, methods of instruction and admission standards
for courses and programs.

Oversight of the University’s research activities.

Review, evaluation and oversight of the teaching/learning process.

Establishment of requirements for degree completion and academic progress and
confirmation that those requirements have been achieved.

The Academic Council is also responsible for advising and making recommendations to the
Board of Directors on academic affairs and issues, and approving:

VVVVYVY VVVVY

Academic programs.

Proposals for new programs and courses.

Review and evaluation of programs and educational services.

Policies concerning library and resource centers.

Consultation with community and program advisory groups concerning the institution's
educational programs.

Policies on faculty member qualifications.

Policies concerning examinations and evaluation of student performance.

Criteria for admission, academic standing, academic standards and the grading system.
Criteria for awards recognizing academic excellence.

Policies and procedures for appeals by students on academic matters.
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Chaired by the President and Chief Academic Officer, the Academic Council has
responsibility for policy decision-making in the areas of curriculum and instructional support,
faculty development, academic policy, and student affairs.

The Academic Council is comprised of seven members. Four faculty members (three of
whom are Chairs of the Academic Committees), University staff and the President and Chief
Academic Officer. The members of the Academic Council are appointed by the President
and Chief Academic Officer for one year.

Committee Structure

Reporting to the Academic Council are the following four standing committees which
meet a minimum of three times during the September to August academic year:

Curriculum and Instructional Support Committee

The Curriculum and Instructional Support Committee is responsible for 1) the
maintaining quality academic programs through an ongoing review and
improvement process, 2) instructional support by maximizing student learning
opportunities, and 3) library and instructional resources, including informational
technology support.

This Curriculum and Instructional Support Committee is comprised of four
members. The faculty chair and two faculty members (selected by the President
and Chief Academic Officer) and the Courseware Development Manager. The
President and Chief Academic Officer serves in an ex-offico capacity.

Faculty Development Committee

The Faculty Development Committee is responsible for 1) faculty reviews and
evaluations, 2) faculty instructional development, 3) faculty research, 4) online
teaching improvement process, and 5) faculty teaching and research recognition.

This Faculty Development Committee is comprised of four members. There is the
faculty chair and two faculty members (selected by the President and Chief
Academic Officer) and the Courseware Development Manager. The President
and Chief Academic Officer serves in an ex-offico capacity

Academic Policy and Institutional Effectiveness Committee

The Academic Policy and Institutional Effectiveness Committee is responsible for
1) educational policies and procedures (course changes, deletions, new course
additions, program changes, new programs, etc.) 2) transfer credit policies and
procedures, 3) program resources, 3) program mission, goals, and outcomes, 4)
faculty credentials, 5) faculty handbook, and 6) institutional planning and
effectiveness.

The Academic Policy and Institutional Effectiveness Committee are comprised of

four members. The faculty chair and two faculty members (selected by the
President and Chief Academic Officer) and the Courseware Development
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Manager. The President and Chief Academic Officer serves in an ex-offico
capacity.

= Student Affairs and Admissions Committee

Student Affairs and Admissions Committee is responsible for 1) student policy
and procedures, 2) admissions criteria and procedures, 3) student retention, 4)
student recognition and awards, and 5) alumni programs and support.

This Student Affairs and Admissions Committee have four members. The faculty
chair and two faculty (selected by the President and Chief Academic Officer),
along with the Admissions Officer.

Policy Regarding Academic Committee Participation

Academic committees are required to meet no less than 3 times per academic year (Sept to
August). Committee Chairs receive an annual stipend of $2,400 to act in their role as leader of
their respective committees. This commitment involves: ensuring key items of the Committee’s
respective responsibility are discussed, communicated and enacted upon; ensuring the
Committee meets at least three times per academic year, preparing relevant agenda items,
scheduling meeting times, and ensuring minutes of the meeting are recorded and distributed to
the Committee for feedback and action. Committee meeting minutes are stored on our
Lansbridge University main server for access when needed, and for record maintenance
purposes.

Committee members, other than Lansbridge University staff and the President and Chief
Academic Officer, are paid a small fee of $100 for each committee meeting
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PART 2: POLICIES AND PROCEDURES

2.1 Policy Regarding Academic Freedom

All members of the Lansbridge Community -- Students, Adjunct Faculty, Staff, and Visitors --
enjoy certain rights and privileges essential to the pursuit of knowledge. Central among these
rights is the freedom, within the law, to pursue what seems to them as fruitful avenues of
inquiry, to teach and to learn unhindered by external or non-academic constraints, to engage in
full and unrestricted consideration of any opinion. This freedom extends not only to the regular
members of the University community, but to all who are invited to participate in its forum.

Behaviour which obstructs free and full discussion, not only of ideas which are safe and
accepted but of those which may be unpopular or even abhorrent, vitally threatens the integrity
of the University's forum. Such behaviour will not be tolerated.

Lansbridge University does not consider that the following are violations of academic
freedom:

A. Student evaluation of courses. Following each course students
have the opportunity to evaluate the course materials and Adjunct
Faculty by using an online survey.

B. Periodic Evaluation of academic staff, which could have an effect on their
continued employment by Lansbridge University. All Adjunct Faculty are contracted
by course and Lansbridge has no obligation to the Adjunct Faculty beyond the
expiration of the individual course contract. Lansbridge University periodically
provides Adjunct Faculty tools and training toward improving their online teaching
experience (i.e., free course on online training, related discussion boards) however
the formal commitment to the Adjunct Faculty member remains on a contract-by-
contract basis.

C. The requirement that all members of the education community demonstrate
intellectual honesty and accountability. All Adjunct Faculty are expected to follow the
professional ethics of their field.

D. The requirement that those engaged in teaching and learning show respect for
others and acknowledge that their views are not necessarily shared by or represent
Lansbridge University.

E. The requirement that teachers must satisfy academic standards established by
their peers.

F. Sanctions for failure to carry out academic responsibilities. The President and
Chief Academic Officer of Lansbridge University reserves the right to dismiss any
Adjunct Faculty member that has been convicted of a crime involving moral
corruption, or is no longer able to perform competently their teaching position.

i. Under such circumstances the President and Chief Academic Officer will
contact the Adjunct Faculty member by letter, email or phone to notify them of the
charges against them.
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ii. If the situation arises that there is a disagreement surrounding the details of the
termination, the Adjunct Faculty may request a hearing by the Adjunct Faculty
Advisory Committee at which time the committee of their peers would go over the
details of the accusation and make a final recommendation.

iii. Although the President will determine the final outcome, they must heavily
consider the recommendation of the committee.

G. Those responsible for discontinuing adjunct Faculty contracts must ensure reason
is without discrimination based upon race, religion, sex or opinion on any topic or, natural origin.

Lansbridge University subscribes to the policy statement on Academic Freedom as developed
and put forth by the Canadian Association of University Teachers (CAUT).

Canadian Association of University Teachers
Policy Statement on Academic Freedom

(1) Post-secondary educational institutions serve the common good of society
through searching for, and disseminating, knowledge, truth, and understanding
and through fostering independent thinking and expression in academic staff and
students. Robust democracies require no less. These ends cannot be achieved
without academic freedom.

(2) Academic freedom includes the right, without restriction by prescribed
doctrine, to freedom of teaching and discussion; freedom in carrying out research
and disseminating and publishing the results thereof; freedom in producing and
performing creative works; freedom to engage in service to the institution and the
community; freedom to express freely one’s opinion about the institution, its
administration, or the system in which one works; freedom from institutional
censorship; freedom to acquire, preserve, and provide access to documentary
material in all formats; and freedom to participate in professional and
representative academic bodies.

(3) Academic freedom does not require neutrality on the part of the individual.
Academic freedom makes intellectual discourse, critique, and commitment
possible. All academic staff must have the right to fulfill their functions without
reprisal or repression by the institution, the state, or any other source.

(4) All academic staff has the right to freedom of thought, conscience, religion,
expression, assembly, and association and the right to liberty and security of the
person and freedom of movement. Academic staff must not be hindered or
impeded in exercising their civil rights as citizens, including the right to
contribute to social change through free expression of opinion on matters of
public interest. Academic staff must not suffer any institutional penalties because
of the exercise of such rights.
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(5) Academic freedom requires that academic staff play a major role in the
governance of the institution. Academic freedom means that academic staff must
play the predominant role in determining curriculum, assessment standards, and
other academic matters.

(6) Academic freedom must not be confused with institutional autonomy. Post-
secondary institutions are autonomous to the extent that they can set policies
independent of outside influence. That very autonomy can protect academic
freedom from a hostile external environment, but it can also facilitate an internal
assault on academic freedom. To undermine or suppress academic freedom is a
serious abuse of institutional autonomy.

Approved by the CAUT Council, November 2005
http://www.caut.ca/en/policies/academicfreedom.asp

2.2 Policy Regarding Academic Conduct

Adjunct Faculty Policy on Academic Conduct
Conveying Academic Conduct

At the beginning of each term of instruction, adjunct faculty members are encouraged to make
clear to the students in their classes their expectations regarding permissible academic conduct.
It is important that this be done in the context of their specific course subjects.

Some expectations are obvious; students should realize they are expected not to copy other
student’s work or to represent written works by others as their own work. There are gray areas,
however, in which the standards can vary from subject to subject and from discipline to
discipline.

Particularly ambiguous areas are collaboration on problem sets and other teamwork
assignments, and the use of old or reusable solution sets and case study analyses. Because
out-of-class homework assignments have two roles—helping students learn the material and
helping instructors evaluate academic performance—it is not always obvious how much
collaboration or assistance from old materials, if any, the instructor expects.

It is therefore important for adjunct faculty members to explain as precisely as possible their
expectations about the nature and extent of any collaboration or assistance from old materials
they permit or encourage. Where assistance from old materials is expected, the instructor
should be certain that the materials are equally available to all students.

In addition, some students may be accustomed to different cultural values and priorities with
respect to academic honesty. This increases the need for clearly stated expectations.
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2.3 Policy Regarding Academic Integrity

Lansbridge University believes that academic integrity is the foundation of the academic
community. Every member of the university community is responsible for promoting and
maintaining honesty within the university. The administrative staff is accountable for making
academic integrity a priority for the university.

It is the responsibility of the Adjunct Faculty to pass on the importance or academic integrity
to the students and ensure that they are aware of the expectations of honesty in regards to their
academics. The Adjunct Faculty is to make clear their expectations when students
collaborate on class work and their expectations on citation formatting when applicable. It is of
the utmost importance that Adjunct Faculty reports all infractions of Lansbridge University’'s
academic integrity policies.

Students shall submit written or other work in a course that shall be the product of their own
efforts and not the product of any form of academic dishonesty. "Academic dishonesty"
includes, without limiting the generality, the following:

Copying from another student’s paper.

Using material not authorized by the person administering the assignment or examination.

Collaborating with another student during an examination without permission.

Plagiarism (i.e. representing the work of another, as one’s own, inclusive of purchases of a
commercial nature).

Collusion (i.e. obtaining from or giving to another student-unauthorized assistance in course
work).

Falsification (i.e. modification, without authorization, of any examination, paper, record,
assignment, or report).

Knowingly using, buying, selling, stealing, or soliciting contents of an examination, paper,
record, assignment, or report.

Representing oneself as another student for the purpose of taking an examination or allowing
oneself to be represented by another for the same reason.

Cheating (i.e. any misrepresentation by a student of their performance in a university subject
for the purpose of obtaining credit to which they are not entitled).

Students shall not furnish false or misleading information to university officials or on official
university records. Furthermore, they shall not forge, alter, or misuse the university name, the
name of any university employee, documents, records, or identification.

Students shall not use any technology to infringe on the rights of others.

Students shall not take, nor verbally threaten to take, nor use technology of any kind to threaten
to take any action, which endangers or impairs the safety, health, life, or freedom of any person
affiliated with Lansbridge University.

Students who violate any policy as prescribed by the university may also be in breach of student

responsibilities. Violations of any of these provisions will constitute a review by the university
and could result in dismissal from the university.

Intellectual dishonesty may take the form of cheating when one presents as one's own the work
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of another. The definitions of cheating include, but are not limited to, the following:
e copying an examination, assignment or other work to be evaluated.

inappropriate collaboration on work to be evaluated.

the use of "cheat sheets," etc.

buying/selling examinations, term papers, etc.

having another student take an exam; having another student write a term  paper or

assignment for which the student will receive credit.

e submitting work for which credit has already been received in another course without the
express consent of the instructor.

Academic Actions as a Consequence of Cheating or Plagiarism

Cases involving violations of this policy will be treated as “confidential”: no discussions will take
place other than those needed to determine guilt or appropriate sanction, and all records under
the University’s control will be destroyed if the student is exonerated.

An instructor who finds proof of plagiarism or any other academic integrity infraction will first
discuss with the student the nature of the case, including its academic ramifications, and seek
input from the student as to the circumstances. Adjunct Faculty is also required to consult the
university President and Chief Academic Officer.

Lansbridge University understands that there are varying degrees in which students can breach
academic integrity and has therefore implemented a Stage system in order to have a framework
to look to for guidance on the appropriate mode of discipline depending on the infraction
committed.

Stage 1

Primary stage infractions are those generally caused from lack of experience and or ignorance
to the appropriate methods or guidelines. There is generally no mal intent in these actions which
may include but are not limited to:

1. Working with another student when the work was intended to be done alone
2. Alack of proper notation on a small section of an assignment

Consequences for Stage 1 infractions may include but are not limited to:

1. Assigning a paper related to academic integrity or ethics

2. Requiring the student to do extra work requiring more effort than the original
assignment

3. No grade for the assignment.

4. Disciplinary warning

Stage 2
Secondary stage infractions affect a greater amount of the course work than stage 1 infractions.
They include but are not limited to:

1. Quoting or paraphrasing without acknowledging the original source.

2. Turning in the same work for more than one course without permission from the
Adjunct Faculty.

3. Insufficient credit to individuals who may have helped with research, programming,
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etc.
Consequences for Stage 2 infractions may include but are not limited to:

1. Receiving a failing grade in on the project or course
2. Disciplinary warning or academic probation.

Stage 3
Tertiary stage infractions are more serious and include but are not limited to:

Repeating lesser infractions

Submitting someone else’s work as your own
Changing an exam for the purpose of re-grading
Submitting purchased assignments

Acquiring data unethically.

arLdE

Due to the seriousness of Stage 3 infractions the consequence is generally a failure of the
course and possibly a temporary suspension.

Stage 4

Quaternary stage infractions are the most severe infraction and will result in permanent
expulsion from Lansbridge University and a permanent note will go on the student’s transcript.
These infractions include but are not limited to:

1. Committing another infraction against academic integrity policies after being on
probation for a previous academic integrity policy infraction.

2. Breaking the law (forging, stealing, and falsifying transcripts).

3. Getting someone else to write an exam for you.

Students have the right to present their cases to the President and Chief Academic Officer
before a final decision is made. The written decision of the President and Chief Academic
Officer is final.

Implementation of Academic Integrity Policy:

It is generally the responsibility of the administration to ensure that the Adjunct Faculty is aware
and has access to all of the academic integrity policies.

Anyone in the university community may make a complaint that an academic integrity policy has
been violated. If it is a charge having to do with the first or second stage offences then it can be
dealt with directly with the Adjunct Faculty and the course along with co-ordination of the
administrators. The President and Chief Academic Officer should be notified of all issues
however they may not need to be directly involved in primary offences. In the case of Stage 3
and 4 offences decisions must go through the President and Chief Academic Officer in
consultation with the Academic Policy Committee in regards to issues of academic dismissal.

*In the case of a program partnership agreement, the violation will be automatically brought
forward to the Program Administrator of the Partnership. The Administrator is responsible to
confer with the student. The student has a right to present their case in writing to the President
and Chief Academic Officer within five (5) days. The written decision of the President and Chief
Academic Officer will be forwarded to the Administrator. The decision of the President and
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Chief Academic Officer is final.

2.4 Policy Regarding Academic Honesty
Policy on Academic Honesty - Expectations of Student

Lansbridge University believes that academic integrity is the foundation of the academic
community. Every member of the university community is responsible for promoting and
maintaining honesty within the university.

Students shall submit written or other work in a course that shall be the product of their own
efforts and not the product of any form of academic dishonesty. "Academic dishonesty"
includes, without limiting the generality, the following:

= Copying from another student’s paper.

= Using material not authorized by the person administering the assignment or examination.

= Collaborating with another student during an examination without permission.

= Plagiarism (i.e. representing the work of another, as one’s own, inclusive of purchases of a
commercial nature).

= Collusion (i.e. obtaining from or giving to another student-unauthorized assistance in
course work).

= Falsification (i.e. modification, without authorization, of any examination, paper, record,
assignment, or report).

= Knowingly using, buying, selling, stealing, or soliciting contents of an examination, paper,
record, assignment, or report.

= Representing oneself as another student for the purpose of taking an examination or
allowing oneself to be represented by another for the same reason.

= Cheating (i.e. any misrepresentation by a student of their performance in a university
subject for the purpose of obtaining credit to which they are not entitled).

Students shall not furnish false or misleading information to university faculty, officials, or on
official university records. Furthermore, they shall not forge, alter, or misuse the university
name, the name of any university employee, documents, records, or identification.

Students shall not use any technology to infringe on the rights of others.

Students shall not take, nor verbally threaten to take, nor use technology of any kind to threaten
to take any action, which endangers or impairs the safety, health, life, or freedom of any person
affiliated with Lansbridge University.

Students who violate any policy as prescribed by the university may also be in breach of student
responsibilities. Violations of any of these provisions will constitute a review by the university
and could result in dismissal from the university.

Intellectual dishonesty may take the form of cheating when one presents as one's own the work
of another. The definitions of cheating include, but are not limited to, the following:

= copying an examination, assignment or other work to be evaluated.

= inappropriate collaboration on work to be evaluated.
= the use of "cheat sheets," etc.
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» buying/selling examinations, term papers, etc.

* having another student take an exam; having another student write a term paper or
assignment for which the student will receive credit.

= submitting work for which credit has already been received in another course without the
express consent of the instructor.

= using electronic technology to communicate with others during examinations to provide,
share, or otherwise answer examination questions.

Academic Actions as a Consequence of Cheating or Plagiarism*

Cases involving violations of this policy will be treated as “confidential”: no discussions will take
place other than those needed to determine guilt or appropriate sanction, and all records under
the University’s control will be destroyed if the student is exonerated.

An Adjunct Faculty member who finds proof evidence of plagiarism will first discuss with the
student the nature of the case, including its academic ramifications, and seek input from the
student as to the circumstances. Adjunct Faculty is also required to consult the university
President and Chief Academic Officer. Plagiarism normally results in a failing grade for the
plagiarized work. The instructor and university have the right to fail the student in the course.
President and Chief Academic Officer will report blatant violations with any recommendations
for suspension or expulsion.

Students have the right to present their cases to and Chief Academic Officer before a final
decision is made. The written decision of President and Chief Academic Officer is final.

*In the case of a program partnership agreement, the violation will be automatically brought
forward to the Program Administrator of the Partnership. The Administrator is responsible to
confer with the student. The student has a right to present their case in writing to and Chief
Academic Officer within five (5) days. The written decision of President and Chief Academic
Officer will be forwarded to the Administrator. The decision of President and Chief Academic
Officer is final.

Academic Appeals

Any student who is dissatisfied with a mark has the right to appeal that mark. Students may
discuss with the course instructor the mark on any piece of work regardless of its value.
Individual marks may only be formally appealed if they represent at least 20% of the final mark.

The student should recognize, however, that mark appeals are only upheld when there are good
reasons to support the student’s request for an elevated mark.

Reasons for submitting a mark appeal may include miscalculation of marks; incorrect grading of
paper/exam; application of an evaluation or grading system which was not included in the
course outline; and unfair, inconsistent or inequitable process in determining the mark. Note
that final course grades may only be appealed on the basis of miscalculation.

The first step in appealing a mark is to meet with the instructor; this is a requirement of the
appeals process. If after meeting with the instructor the student is not satisfied with the
outcome of that meeting, the student may appeal the mark to the President and Chief Academic
Officer.
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What Happens When a Mark is Appealed?

The re-evaluation of a mark shall be undertaken by the instructor(s) responsible for the
particular course. If necessary, a consult with President and Chief Academic Officer may
take place to assess the script and/or other relevant materials.

If relevant materials other than the examination are to be reviewed, the student should make
them available to the faculty responsible.

How to Appeal a Mark

Before filing a formal Mark Appeal, the concern(s) should be discussed with the instructor.
A student may file a mark appeal with the Program Coordinator. Mark appeals must be filed
within 21 days of receipt of the mark from the professor.

The first level of appeal is to the instructor.

Students are encouraged to read the mark appeal form carefully so that they understand
which type of appeal they are entitled to. They are required to enclose copies of their work
where appropriate (e.g., essay). The appeal package may be submitted by making payment
via credit card to the President and Chief Academic Officer.

Type of Appeal

If the reason for the appeal is miscalculation, only the calculation will be reviewed. If the
reason for the appeal is unfair, inconsistent or inequitable process, a minimum of three other
pieces of work will also be remarked.

Note: There must be a specific reason given for an appeal. Reasons such as: "l need a
better grade" or "l thought | did better" are unclear. Well worded reasons need to be
provided. How the appeal is presented, may affect its outcome. (A cover letter should be
attached if deemed necessary.)

Process Duration

The instructor will inform the Program Coordinator of the result of the final grade appeal
within 30 days.

Grade Appeal Cost

A payment of $25.00 is required for each mark appealed. This fee is only returned if the
mark is raised. This payment is due upon submission of the mark appeal form.

Results

Obtaining a favorable result on a mark appeal depends on a number of factors including the
type of appeal; the grounds for the appeal; the reason stated, and the consultative process.
If there is no appeal, the mark will remain as is. An appealed mark may not be lowered.
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An appeal would be warranted if the student feels there is a strong case for a mark appeal,
e.g., term marks reflect that the student should have received a higher grade; an
assignment was omitted from term marks; the course evaluation method/grading system,
was changed without prior notification over the process of the course, etc.

If the mark appeal is denied and the student is not satisfied with this decision, the student
may appeal to the President and Chief Academic Officer. President and Chief Academic
Officer may 1) review the student’s appeal and make a decision which is deemed final,
or 2) appoint an ad hoc committee to review and make a recommendation to the
President and Chief Academic Officer.

2.5 Policy Regarding Adjunct Faculty Performance and Work
Review

A. ltis the duty of the President and Chief Academic Officer to conduct a review of each
Adjunct Faculty member’s performance and work annually, and to ensure the results of
the review have been communicated verbally and in writing to the Adjunct Faculty
member concerned, and that a copy has been placed in his or her departmental
personnel file.

B. Lansbridge University students are required to fill out course evaluations upon
completion of each course in their program. These evaluations are summarized and
forwarded to the President and Chief Academic Officer for review. Results from the
course evaluations are discussed with the Adjunct Faculty member during the annual
work and performance review.

C. The Adjunct Faculty Performance and Work Review process also includes review of
unsolicited students’ compliments and complaints regarding individual Adjunct Faculty
members sent to Administration, and related follow-up communication from the
President and Chief Academic Officer to each Adjunct Faculty member.

D. lIssues regarding Adjunct Faculty performance and work (including communications with
students and administration staff, grading of assignments or exams, delivery of course
material) identified via the evaluation of course reviews, via emails from students or
administration staff or via other means are brought to the attention of the Adjunct Faculty
member by the President and Chief Academic Officer, should the President and Chief
Academic Officer deem it appropriate to do so.

E. In cases in which the President and Chief Academic Officer deems it advisable,
particular Adjunct Faculty work issues shall be brought to the attention of the President
and reports shall be made available to the President for reference.

F. A copy of the teaching contract for Adjunct Faculty is attached in Appendix A. This
contract explains expectations regarding academic conduct, deliverables and
commitments of the University to the Adjunct Faculty member for the period of the
contract term.

16|Page



G. All new Adjunct Faculty are required to complete the Faculty Orientation course and
read the Faculty Handbook prior to the beginning of their teaching contract.

2.6 Policy Regarding Term Appointments

Appointments at the University are assigned to Adjunct Faculty to teach courses on a course-
by-course basis and shall carry no expectation beyond the appointment term (duration of each
course).

Adjunct Faculty is presented with contract agreements on a course-by-course basis and is
asked to sign each contract agreeing to the terms for the period of the contract.

Upon submission of the signed contract to the University, the Adjunct Faculty member agrees
to, and is bound by, the terms of the contract for its duration.

2.7 Policy Regarding Faculty Hiring Practices

The Lansbridge Faculty Development Committee reviews candidate applications for available
contract appointments. Hiring is conducted on a contract-by-contract, also a course-by-course,
basis within the University.

Candidates’ resumes and three career-related references are reviewed by the Faculty
Development Committee and discussed. The President and Chief Academic Officer
communicates the hiring decision to the candidate. The President and Chief Academic Officer
offers the teaching contract to the Adjunct Faculty candidate should the review process outcome
be positive. A copy of the Adjunct Faculty contract is included in Appendix A. Should the
candidate accept the terms of the teaching contract, the signed contract is submitted to the
President and Chief Academic Officer and the candidate is hired and bound by the terms of the
contract for the length of the contract term.

All new Adjunct Faculty are required to complete the Adjunct Faculty Orientation session and
read the Faculty Handbook prior to commencing their assigned teaching contracts. The Adjunct
Faculty Orientation, Faculty Handbook and Teaching Contract clearly identify the
responsibilities, obligations and employment conditions involved.

See the Lansbridge University Adjunct Faculty Practical Handbook included below for detailed
information regarding expected performance, conduct and deliverables for all new Adjunct
Faculty. This handbook is comprised of a combination of expectations, orientation information,
and suggestions for a positive course experience.

The Adjunct Faculty Handbook and related policies are posted on the University website for
ongoing access.
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2.8 Policy Regarding Conflict of Interest

Every member of the University Community must act honestly and exercise a reasonable
degree of care and diligence in carrying out their responsibilities. However, in the discharge of
their responsibilities and participation in the activities of the University, there may exist from time
to time an actual or potential conflict of interest.

In general, a potential or actual conflict of interest may be considered to exist if:

1. A member of the University community or a person with whom the member is closely
associated would receive or have a reasonable expectation of receiving a direct or
indirect financial or non-financial benefit or suffer or have a reasonable expectation of
suffering a direct or indirect financial or non-financial loss that is not simultaneously a
benefit or detriment that would be enjoyed or suffered in common with all or a substantial
proportion of members of a council, staff or students of the University.

2. A member of the University community has any financial involvement in or could receive
other benefits from any organization or entity with a direct interest in the subject matter
or materials of researchers. Other benefits could include direct benefits such as
sponsorship of the investigation or indirect benefits such as the provision of materials or
facilities or the support of individuals such as provision of travel or accommodation
expenses to attend conferences.

If a member of the University community believes that a conflict of interest may exist, they are
expected to so declare. Declaration should be made to their immediate supervisor, to a senior
member of the University’s administration, or to the senior member of a council or committee as
is appropriate in the circumstances. It is assumed that minor conflicts will be resolved primarily
through individual discretion or informal administrative adjustment.

Researchers should declare any conflict of interest which has the potential to influence research
and investigations, publication and media reports, grant applications, or applications for
appointment and promotion.

In the case of (2) above, conflicts of interest should be disclosed to editors of journals readers of
published work, and to other bodies from which support for the research is sought.

Every member of the University community is expected to recognize that, while it is not possible
to construct detailed rules, codes of ethics and guidelines for every possible circumstance, there
is a duty on the part of each individual to report and manage actual or potential conflicts of
interest when involved in matters relating to the business, conduct or delivery of the University’s
educational products and services.

Conflict of Interest Resolution Procedures

For conflicts of interest that are unresolved by individual discretion or informal administrative
adjustment, the following procedures should be followed.

1. The person suspected of conflict of interest, or the person’s immediate supervisor, a
senior member of the University’s administration, or the senior member of a council or
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committee, as is appropriate in the circumstances, will apply to the Office of the
University President in writing for a decision on the matter.

2. The President will convene an ad hoc Conflict of Interest Committee to review the
potential conflict.

3. The Committee will issue a written statement addressing the charge of conflict of interest
to the parties.

4. All parties involved will be invited to submit written arguments to the Committee.

5. At the discretion of the Committee, the Committee may choose to meet with and/or
interview interested parties.

6. The Committee will issue its decision in writing to the parties.

7. A party may appeal the Committee’s decision by filing an appeal with the Committee.
The Committee will then forward the appeal to the Board of Directors.

8. At the Board’s discretion, more information may be solicited from the parties, including
interviews and meetings.

9. The Board will issue its decision on the remedy of the conflict of interest to the parties in
writing.

10. The decision of the Board of Directors is final.

2.9 Policy Regarding Class Size

Class sizes at Lansbridge University vary with a target range comprised of a minimum of 10
students and a maximum of 25 students. This range in class size is generally considered to be
ideal for most courses. Should the class size go beyond 25 students consistently, the matter
will be brought to the attention of the President and Chief Academic Officer by the Program
Coordinator and dealt with accordingly.

Solutions such as splitting up the class into two classes would be considered.

2.10 Policy Regarding Teaching Load

All Adjunct Faculty are contracted with Lansbridge University to teach courses on a course-by-
course basis. Teaching contracts are assigned based upon course scheduling requirements for
the MBA and EMBA programs.
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Hence, Adjunct Faculty agree to the specific demands and deliverables identified as terms in
each teaching contract they sign, and there is no set limit or minimum for the number of courses
Adjunct Faculty members teach per term.

2.11 Policy Regarding Intellectual Property

Any course materials developed specifically for Lansbridge University, under the direction of
Lansbridge University for use in a specific Lansbridge course, and paid on a contract basis by
Lansbridge, are considered the property of Lansbridge University, not the developer.

This policy is limited to material created for a specific Lansbridge course, and does not apply to
material on a similar or related topic the author may later develop for him/herself for other
organizations or for teaching purposes.

With regard to research, copyright to the intellectual property produced by an adjunct faculty
member or student will be held by the adjunct member or student, unless they were employed
by the University to conduct the research that produced the intellectual property. In this case the
University and the adjunct faculty member or student will hold joint ownership of the intellectual

property.

2.12 Policy Regarding Academic Research and Scholarly
Activities

Lansbridge University will include a small fund (approximately $10,000) in the annual budget
reserved for Adjunct Faculty academic research or scholarly activities. Submissions or
proposals for academic research will be considered on a case-by-case basis and submitted to
the President and Chief Academic Officer for approval. A clear set of deliverables for the each
research project will be determined. Should the Adjunct Faculty research activity be approved,
the proposal will be forwarded to the President for assignment of available research funds.
Research in the online learning or business subject areas will be given priority. Progress on the
research activity toward the deliverables determined will be monitored by the President and
Chief Academic Officer.

Scholarly activities considered for allotment of research and scholarly funding would be those
such as academic conference presentations, submission of research papers, panel discussion
participation.

2.13 Policies Regarding General Institutional
Communication

Professional Statement
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Lansbridge University strives to employ motivated and competent people with a strong
professional and academic background and customer service attitude. Lansbridge
University also strives to have a work environment that:

- attracts competent and talented people.

- creates opportunities for adjunct faculty members to develop their skills.

- they enjoy working in.

Communication

The following norms are set forth in order to develop the environment by which
Lansbridge University’s adjunct faculty members shall communicate with each other,
students, and others that we communicate with as a part of our business. The general
spirit of these rules is a spirit of being positive and honest. If someone does not follow
these rules we should in a friendly manner remind them of the rules.

Adjunct faculty members shall uphold the following communication rules/guidelines at all
times

- We speak with each other, not about each other

- We compliment and encourage our coworkers

- We respect and help each other

- We criticize in a positive and constructive manner

- We show integrity and honesty in everything we do

- We are ambitious in our work

- We keep our students well informed

- We keep the students at the front of our thoughts at all times
- We are loyal towards the university

NON-DISCRIMINATION

) Non-Discrimination Policy

As part of our commitment to provide a positive work environment, Lansbridge University
has a policy that is based on respect for the dignity and rights of every individual. Each
individual will be treated fairly. There shall be no discrimination with respect to any
individual on the grounds of age, race, color, religion, creed, sex, sexual orientation,
physical or mental disability, ethnic, national or aboriginal origin, family status, marital
status, pardoned conviction or any other characteristic or trait protected by local Human
Rights Laws. Lansbridge University is an equal opportunity employer.

(i) Discrimination

Lansbridge welcomes and encourages diversity. Accordingly, there shall be no
discrimination, interference, restriction, or coercion exercised or practiced regarding any
matter including, but not limited to, salary, rank, appointment, promotion, termination of
employment, layoff, other leaves, fringe benefits, or any other terms and conditions of
employment. Decisions are not based on irrelevant personal characteristics such as
race, color, religion, national origin, ancestry, place of origin, age, physical disability,
mental disability, marital status, sexual orientation, or gender.

HARASSMENT POLICY

0 Harassment Policy
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Lansbridge University is committed to ensuring that all adjunct faculty are able to enjoy a
work environment free of harassment in any form. Harassment by adjunct faculty,
employees, suppliers, students, or other third parties shall not be tolerated in the
workplace, including corporate functions, business travel, off-site meetings and events,
or any other situation where an adjunct faculty member is present as a representative of
Lansbridge University. Lansbridge University shall take disciplinary action, up to and
including dismissal, against any adjunct faculty member who is found to be engaging in,
or having engaged in harassing behavior.

(i) Definition

Harassment is objectionable conduct that is known to be unwelcome. It may include one
or more of the following:

[JAbuse of power or misuse of authority.

[ Treatment that has the effect or purpose of offending or demeaning a person or group
of

people on the basis of age, race, color, religion, creed, sex, sexual orientation, physical
or

mental disability, ethnic, national, or aboriginal origin, family status, marital status,
pardoned conviction, or any other characteristic or trait protected by human rights
legislation.

[ Treatment that has the effect or purpose of seriously threatening or intimidating a
person,

with or without touching.

[JA solicitation or advance made to an employee by an individual in a position to confer
or

deny benefit.

[1A reprisal or threat against an individual for rejection of a solicitation or advance; or
[JA vindictive complaint alleging harassment

(iii)  Sexual Harassment

No employee or adjunct faculty member associated with Lansbridge University shall
sexually harass any other employee, adjunct faculty, student or any other person
associated with Lansbridge University. Individuals who feel they have any sexual
harassment issues, should address them with their immediate supervisor/manager.
Definition of Sexual Harassment: Any conduct, comment, gesture, contact of a
sexual nature or course of comment that is likely to cause offence, humiliation
and that is unwelcome or should reasonably be known to be unwelcome

(iv)  Sexual Harassment and Personal Harassment
Sexual harassment represents an unwarranted intrusion upon a person's basic rights,
dignity, and personal integrity. Any individual found to have sexually harassed another
person would be subject to a range of disciplinary measures, up to and including
dismissal or expulsion, subject to the appropriate policy.

Personal harassment is considered to be any personally-oriented practice inconsistent
with the proper functioning of the workplace that undermines an individual's health or job
performance, or endangers an individual's employment status or potential.

(v) Resolution Procedure
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Individuals who reasonably believe they are being harassed within the terms of this
policy are

encouraged but not obliged to deal with the matter directly. If a direct approach is
ineffective or inadvisable under the circumstances, the individual should report
objectionable behavior to the President. If the President is directly involved or the
individual feels he or she cannot approach the President then the individual has the right
to approach the Vice Chairman. That person(s) shall request a formal, confidential
investigation of the complaint.

(vi) Investigation

The President shall conduct a formal investigation of reported harassment, including the
following procedures:

[1Ensure during the investigation that there are no additions or removals of relevant
information from the personnel files of those involved.

[JInterview all parties separately

[IInterview all withesses separately

[1Collect all relevant evidence

[IInform the alleged harasser and complainant of the complaint and investigation
[IPrepare a timely report

(vii)  Reporting the Results of an Investigation

On the basis of the report of the investigation into the complaint, the President, in
consultation with relevant management will determine the appropriate action to be given
and will inform the complainant and alleged harasser of the conclusions from the
investigation and of the action to be taken.

(viii) Confidentiality

The name of the complainant or the circumstances giving rise to a complaint of
harassment will not be disclosed to any person against whom the complaint is made,
except in the course of the investigation and to respond to any legal or administrative
proceedings. Where an adjunct faculty member initiates proceedings and makes
comments outside of Lansbridge University’s internal harassment procedures,
confidentiality cannot be assured.

(iv) Retaliation

Retaliation against an individual for reporting harassment will not be tolerated. Any
person found to have retaliated against another individual for reporting or assisting in the
investigation into a complaint of harassment would be disciplined accordingly, resulting
in a disciplinary action up to and including dismissal.

(v) Other Employee Rights

Adjunct Faculty may choose to seek assistance from the Canadian human rights
commission, any other Lansbridge University policy or any other manner permitted by
Canadian law.

PUBLIC STATEMENTS
(1) Public Statement Policy
Only the President is authorized to issue official statements and/or press releases on

behalf of Lansbridge University.
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(i) Specific Instances
In special instances and by the delegation of the President other individuals may be
authorized to represent Lansbridge University.

(iii)  Statements of Employees
Only individuals authorized under this article may make public comment about or on
behalf of Lansbridge University or its operations.

PART 3: Lansbridge University Online Campus Description

Each course at Lansbridge University is built around a core set of learning materials. More than
an 'online textbook,' these materials constitute a learning environment, where students can
discuss issues with each other and submit questions and assignments to you. Our
asynchronous online learning model allows you to interact with students from home, work or a
hotel room, any time of day or night. The only time limits are the 24 hour turnaround time on
responses to student postings, assignment due dates, and the scheduled course duration.

Learning Resources

Lansbridge University programs are based on interactive online course materials, but our
students have access to many more learning resources. The full list of learning tools comprising
the program includes:

General discussion forum (i.e. threaded discussion)

Technical support for the campus

Regular academic support from the Course Adjunct Faculty
Additional academic support from the Learning Assistant
Weekly or bi-weekly scheduled real-time lectures with the Adjunct Faculty and students
using Elluminate's Virtual Classroom application. (VolP)
Traditional paper-based textbook

Access to the eLibrary

Additional readings, case studies, and other learning materials
Graded and non-graded assignments with feedback

10 vClass™ session presentations and case studies

11. Individual and group projects

12. A final exam or project

arwnhpE
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Instructional Roles and Responsibilities

Courses are delivered by an Adjunct Faculty Member who oversees the course and designs
guizzes, assignments, and exams. Adjunct Faculty Members are also required to conduct real
time interactive sessions with the class using Elluminate's Virtual Classroom application.
Adjunct Faculty are required to attend a training session to familiarize themselves with
Lansbridge University's policies, procedures, software applications and campus.

Adjunct Faculty Members typically work with a single class or small group of classes. They
manage the front line, handling student questions, monitoring discussion topics, and giving
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feedback. Adjunct Faculty Members also grade assignments and keep track of grades and
participation. They communicate with the Program Coordinator to keep the students on track.

The ultimate goal of the Adjunct Faculty is to help students understand the course materials and
encourage them to participate actively. Adjunct Faculty Members administer tests and
assignments, track student progress, and report final grades.

Adjunct Faculty Members also play a vital role in the evolution of the online course material. By
communicating with the Program Coordinator about student comments during the course, and
about new developments in the field of study, you help keep course materials timely and
relevant.

Duties of the Adjunct Faculty Members are listed below:

Duties of the Adjunct Faculty

Before the Course Begins

1. You are given access to the Lansbridge University campus.

2. You are sent a copy of the current textbook required for the course.

3. Attend a training session conducted by LU.

4. Familiarize yourself with the online school environment and tools, course materials,
schedules, grading scheme, assignments, quizzes and solutions, and final exams and
solutions if appropriate.

5. Provide the university with your digital picture, the email address you wish your students
to use to contact you, and a short bio for the course syllabus.

6. Notify the Program Coordinator about any errors, unclear passages or dated information
in the course and recommend changes.

7. Send all updates, corrections, or modifications to the syllabus, assignments, quizzes,
final exam/final project details to the Program Coordinator. Our expectation is a
minimum commitment of one-week to identify opportunities for updated material, and to
locate/create the new material.

8. Create new assignments and exam questions, if necessary, and discuss their delivery
with the Program Coordinator. Please forward this information as soon as possible to
facilitate our development and quality assurance procedures. A minimum of two weeks
lead time is required by the university.

9. Verify the suggested textbook is still relevant and timely. Are there newer versions of the
text available?

10. Review grading scheme and amend if necessary.

11. Establish due dates for assignments and exam. As often as possible, due dates should
be on Mondays so the students have the weekend to work on them.

12. Establish dates for live vClass™ sessions.

13. Create a list of possible discussion topics for use throughout the course.

14. Set a schedule of 'office hours' when you can be reached by telephone or when you will
be available by email.

15. Post an announcement to the General Discussion forum introducing yourself, declaring
office hours, and welcoming the students to the course.

Note: All major changes to course materials will be subject to approval by President and Chief
Academic Officer. Routine student requests for extensions are at the prerogative of the course
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instructor. Student requests for significant extensions require consultation with the Program
Coordinator and may involve the President and Chief Academic Officer.

Once the Course in Underway

1.
2.

Check and respond to student email at least once every day.

Check the General Discussion forum and respond to questions or comments at least
once every day. It is Lansbridge policy to respond to students within one business day,
no student should ever wait more than 24 hours for a response to an email or a question
without prior notice of the Adjunct Faculty’s unavailability/schedule for a specified period
of time.

Conduct vClass™ sessions (using voice over IP) with your class, minimally at the
beginning, at the quarter points of the course, and at the end of the course prior to the
final exam.

Lead the moderated discussions and encourage equal participation by all students.
Monitor the activity of each group (if any) within the General Discussion forum to make
sure each team is functioning effectively. You may need to intervene occasionally to
stimulate discussion or improve group dynamics.

Facilitate and encourage students to stay on schedule.

Generate and post a weekly list of extra study problems/exercises; some easier, some
harder, with solutions to follow a few days later as appropriate to the subject matter.
Collect, review and return students assignments promptly with feedback, grading them if
they are graded activities.

Advise Teaching Assistant (if one is necessary) about benchmarks and criteria for
grading individual and group assignments.

As the Course Ends

1.

2.
3.
4

Post summary course comments to the General Discussion forum.

Remind students to complete the online course evaluation.

Compile and grade all final deliverables, and send final grades to Lansbridge.
Post a farewell message to all students.

Duties of the Teaching Assistant (should one be assigned)

Before the Course Begins

1. Attend a training session conducted by LU.

2. Familiarize yourself with the online school environment and tools, course materials,
schedules, grading scheme, assignments, quizzes and solutions, and final exams
and solutions if appropriate.

3. Notify the Adjunct Faculty Member of any errors, unclear passages or dated
information within the course.

4. Review due dates and grading scheme for assignments and exam with the Adjunct
Faculty Member.

5. Review list of possible discussion topics with the Adjunct Faculty Member.

6. Set a schedule of 'office hours' when you can be reached by telephone.

7. Post an announcement to the General Discussion forum introducing yourself and
your role, declaring office hours, and welcoming the students to the course.
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Once the Course in Underway

1. Check and respond to student email at least once every day.

2. Check the General Discussion Forum and respond to questions or comments at
least once every day. It is Lansbridge policy to respond to students within one
business day, no student should ever wait more than 24 hours for a response to a
guestion or an email.

3. Lead the moderated discussions, using topics provided by the Adjunct Faculty
Member, and encouraging equal participation by all students.

4. Generate and post a weekly list of extra study problems/exercises; some easier,
some harder, with solutions to follow a few days later.

5. Collect, review and return students assignments with feedback, grading them if they
are graded activities.

As the Course Ends

1. Compile students' final grades and forward to the Adjunct Faculty Member.
2. Post a farewell message to all students.

Lansbridge University Grading Policy

Below is a summary of Lansbridge University’s new grading policy effective May 1, 2004. The
new grading policy applies to the performance of all new students — those entering a Lansbridge
program on or after May 1, 2004.

For all programs, professors must submit final grades to the University using the
Grading Policy below.

Lansbridge recognizes that individual Adjunct Faculty members may determine final
grades through a variety of assessment procedures and components (e.g.,
assignments, quizzes and other student deliverables), which in addition to letter grades,
may include grading on numerical scales including grading using percentages. The
purpose of these assessment procedures is to provide Adjunct Faculty members with a
common basis for determining the extent to which the students have met the overall
expectations for performance in the course as defined in this policy.

Instructors are responsible for ensuring their individual course syllabus and master table
describe how students are evaluated and how final grades as described in this policy are
determined. Lansbridge professors must provide this information to the students at the
beginning of a course.

1. Graduate Programs (MBA, eMBA) Grading Policy
Table 1 indicates how graduate students are evaluated using letter grades. The GPA is
calculated using the GPVs shown.

Table 1: Grading Policy — Graduate Programs
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Grade Grade Point Value Explanation
A 4.00 Exceeding Expectations
A- 3.67
B+ 3.33
B 3.00 Meeting Expectations
B- 2.67
C+ 2.33 Pass
F 0.0 Failure to meet minimum
Pass’ standards
Fail*
Aud?

Lansbridge considers an overall grade less than C+ in any course a failure, and the student is
required to repeat that course at the next offering. A student who has more than three C+
grades may be required to withdraw from the program. The Pass/Fail option is not available to
graduate students.

We believe experienced Adjunct Faculty members are more than able to grade students based
on this grading scale. Individual Adjunct Faculty may employ different methods to determine a
student’s grade and these methods may vary depending on the course, the nature of the
assignment and individual Adjunct Faculty preferences. However, Adjunct Faculty, by virtue of
their experience and education, are able to distinguish between students who have exceeded
the standard expectation for graduate performance in a business program, as compared to
those students who have simply met the standard, or those who have only achieved a basic
pass.

Non-Disclosure Agreement

By agreeing to work within the Lansbridge University campus, Adjunct Faculty Members and
Teaching Assistants are bound to keep all information submitted to them by students strictly
confidential, as expressed in the following Non-Disclosure Agreement:

Any information submitted to Adjunct Faculty Members or Teaching Assistants for
evaluation purposes, or in the course of instructional communication, is considered
private and confidential. Assignments, course related messages and the information
contained in them will not be copied, disclosed, or conveyed in whole or part, to any
person outside Lansbridge University personnel. No information will be used for any
purpose other than learning or assessment, without prior written permission from the
person or corporation to whom or to which the information belongs.

Different courses in the university's degree programs are designed by different experts, and
they reflect those experts' differences in teaching and communication styles.

Some course designers offer short explanations and frequent exercises, to challenge students
into thinking on their own. During a study session in one of these courses, students may spend
only 30% of their time reading and 70% of their time thinking, discussing with classmates, and

working on exercises.
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Other course designers offer very complete explanations to make students aware of a wide
range of interconnected issues. Study sessions in these courses may consist of 80% online
readings/interactions, and 20% working on offline exercises. Adjunct Faculty Members and
Teaching Assistants should be aware of this when setting deadlines and helping students
establish realistic learning goals.

In most situations, we recommend that students follow the sequence of course materials as they
are presented.

PART 4: Your Online Teaching Environment

Hardware & Software Requirements

Browsers

If you are using a browser older than Internet Explorer 6.0 or Firefox 1, take
this opportunity to upgrade to the latest version of one of the leading browsers:

e MS Internet Explorer (download)

e FireFox (download)

Note: "JavaScript" and "Cookies" must be enabled in your browser in order to
use course content. These features are enabled on your browser by default.
If you are using no script or flash blocker add-on’s for Firefox you may
experience some issues.

Plug-ins/Readers

Many of the interactive elements of our courseware are written in Macromedia Flash format,
so you will need to download and install the newest Flash Plug-in.

e Macromedia Flash Plug-in (download)

Installing the Adobe Acrobat Reader or Fox it is also important, since many of the external
papers you will be downloading and reading from the Web will be Adobe Acrobat *.pdf files.

¢ Adobe Acrobat Reader (download)
e Foxit Reader (download)

e Apple Quicktime Player(download)
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http://www.microsoft.com/windows/ie/
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http://www.apple.com/quicktime/download/

Virtual Classroom (VolP) Required Downloads

Step 1 - Get the Required Software

To access the Virtual Classroom you will need to download the Java Web Start software
before your first vClass™ session. Simply follow the instructions provided.

Java Web Start

Step 2 - Test Your System Configuration

Elluminate technical support has provided a vClass™ room that you can use to test your
system configuration. Use this room to ensure you are able to connect to the vClass™
server and hear audio. You will be asked to enter a username. You may enter your first
name at this point.

Note: When joining a vClass™ session for the first time you will see a Security Dialog
box. vClass™ is asking for unrestricted access in order to use your computer's
microphone and speakers. Click on "Start."

Test Your System Configuration

Step 3 - vClass™ Orientation
Elluminate has also provided an orientation that will help explain how to use vClass™.
The process is simple! Elluminate will walk you through the application to show you how
the virtual classroom works and give you help on setting up your speakers and
microphone on a Windows PC.

Orientation

vClass™ User Guides

For additional information about the virtual classroom, please refer to the participant user
guide provided below.

vClass™ Participant's Guide Version 9.0

Internet Connection Firewall Security Settings

Elluminate's vClass™ requires the ability to establish a connection from your machine
back across the Internet to our classroom servers. A firewall is either hardware or
software that manages your Internet connection's security and it can be set up to deny
the kind of connections that vClass™ requires.

If you use (or think you may use) a firewall and are unable to connect to our classroom
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servers to join a virtual classroom, we have written a small Java applet that will test the
kind of Internet connections you can establish. All you need to do is click on the link
below and follow the instructions. Once you run the applet it will present the results of the
tests and give you a summary detailing the types of connections that you can use to join
a vClass™ virtual classroom.

Firewall Test

Note: “400 Goodbye” message should be displayed on the browser. If it is not, you are
most likely blocked by a firewall.

Minimum System Requirements |

IBM-compatible Client Mac Client

- Windows 95/98/ME/NT/2000/XP/Vista/Windows |- Mac OS 9.0/9.1/9.2, Mac OS X
10.1, 10.2

- Windows Office 97,2000,2003
- G3 233 MHz, 64 MB RAM (0S9),
- Pentium 111 500MHz processor, 128 MB RAM, 128 MB RAM (OS X), 20 MB free

20 MB free disk space disk space
- Sound card with speakers and microphone or |- Microphone or headset
headset

- Internet Explorer 6.0 or FireFox 1

- Internet Explorer 6.0 or FireFox 1

Note: For improved file compatibility when using an older version of office it is suggested
you download this compatibility pack (download).

If you have any problems with the vClass™ application, please contact technical support.

To access the Virtual Classroom, click on the 'Virtual Classroom' button located on the
navigation bar to the left of the campus.
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PART 5: Strategies for Optimal Instruction

The Online Teaching Experience

This is a preliminary list of what constitutes strategies for optimal instruction at Lansbridge
University. The list has emerged by observing and listening to the reactions of our key
stakeholders — the students and our course designers. This list is to be considered a living
document and all suggestions are welcome.

1.

The Master Table is the governing document for every course. Above all other
documents, the Master Table must be kept up to date. Please advise Lansbridge's
Program Coordinator of any changes to the Master Table two weeks prior to the start of
a new class session.

The Master Table should show scheduled vClass™ interactions preferably Monday
through Thursday.

The format of the synchronous (vClass™) interactions should be approximately 20%
review of housekeeping and the previous week's material, 60% overview, lecture and
discussion on the coming weeks, and 20% Q&A over the coming week.

There should be clear expectations provided in advance of every gradable quiz or exam,
including the format of the upcoming quiz or exam, with examples or model solutions
accessible for self-evaluation.

At the beginning of each term of instruction, Adjunct Faculty Members are encouraged to
make clear to the students their expectations regarding permissible academic conduct. It
is important that this be done in the context of your specific course subjects.

Some students may be accustomed to different cultural values and priorities with respect
to academic honesty. This increases the need for clearly stated expectations.

Due dates for deliverables should be Mondays as often as possible, so that students
have the weekends to work on them.

Quick Tips for Online Facilitation

General Tips

Assume good intent. Remind others of this simple trick.

Role model the behavior you wish others to use.

Work at building interpersonal relationships with students

Practice and encourage active listening/reading.

Be as explicit as possible in your communication.

Don't automatically assume understanding -- ask for clarification as needed.

Build trust by doing what you say you will do. Encourage others to do the same. Trust is
slow to be granted, easily taken away. Encourage an environment that values trust.
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e Use irony and humor with care as it does not always come across online as you might
have intended. You can always use emoticons to clarify!

e Think before you hit the button and a post goes up.

e Approach every contribution with curiosity, expecting surprise and wonder.

Process Facilitation Tips

e Make rules, expectations or norms consistent, explicit and clear.

¢ Remember not everyone thinks or perceives the way you do. Seek to understand
participants' styles and needs.

¢ Provide ongoing (and often repeated) guidance on "what goes where" in any interaction

space.

Encourage the use of personal profiles to build relationships.

Consider cultural differences of participants.

Help members take ownership of the interaction space.

Use small group activities to build relationships and "get acquainted."

Respond to all first-time participants. Welcome people by name.

Acknowledge and reciprocate participation.

Reply to messages that get no other recognition.

Use questions to encourage participation.

Use (open-ended) questions to encourage participation. (Move beyond yes/no.)

Stimulate input with positive private emails to individuals.

Notice if someone is "missing" for long periods of time. Email them and invite them back.

Let others know when you will be offline for extended periods of time.

Nurture others to help host and facilitate the group.

Encourage people to mentor and assist each other. Recognize mentors.

Draw out the quiet members.

Help focus the chatters.

Don't fan the flames (or the flamers).

Ask members for feedback. What is working for them? What is not? What is missing?

Respect copyright and confidentiality.

Facilitation Tips for Task-Oriented Groups

Make the purpose of the task VERY clear/visible/explicit.

Post timelines and reminders.

Agree on process issues up front. Address as needed on an on-going basis.

Make roles and responsibilities clear and visible.

Summarize and/or index conversations of value to make them accessible to the group.

Monitor student activity with available tools to gauge participation and alter your

facilitation strategy accordingly.

e When activity levels drop, evaluate to ensure you have compelling reasons for
participation: real work, learning, shared tasks, personal or professional development.

e Let divergent processes flow free. Channel convergent processes.

Tips for Dealing with Difficult Situations

¢ Do not be intimidated by challenges. They are learning opportunities for everyone when
handled with grace.
e Help bring learning out of friction or "creative abrasion."
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Help people understand how they come across if others are having difficulty with them.
Consider doing this offline or privately.

Avoid "one-upmanship" and point-by-point defenses which usually only escalate
problems.

Use back channel email to resolve problems unless the issue involves a larger group.
Do not assume a lack of response means dissent or assent. Seek explicit responses and
feedback.

Structural & Content Tips

Provide great links, resources and relevant, stimulating content to foster interaction.
Label topic and conference items clearly.

Frame topic openers clearly and demonstrate the goal or purpose of the topic or thread.
Take into account participation from different time zones.

Explore the use of color and images as communication and facilitation tools.

Keep "conversations" in their most logical place -- social chat in social spaces, content
or action specific interaction in their own spaces or topics.

Look for participation patterns and changes in conversations.

Open new topics to support new threads as needed.

Observe the rhythm of topics and close old topics as they grow dormant.

Consider time-delimited events or topics to foster activity.

Keep the online space free from "garbage" such as duplicate posts, or disallowed
content (i.e. pornography, advertising or whatever your group norms dictate.)

Do not pile too much into one post. Break it up into small paragraphs or multiple posts,
especially if you are dealing with more than one point or topic.

One for the Road...

Facilitation is the combination of knowledge and practice. So practice, practice, practice.
Read between the lines.

Seek to be fair.

Have fun.

Use common sense.

When all else fails, ask and listen. Again. Again.

Sources:

Notes from Uri Merry, Mihaela Moussou, Margaret Mcintyre, Denham Grey, TJ Elliott
and others from the Knowledge Ecology Work Group at http://www.co-i-l.com

Online Facilitation Classes from Wise Circle Training, including Kimberly A. Adler of the
National Mentoring Partnership

http://www.fullcirc.com (Full Circle Associates)

http://www.rheingold.com (Howard Rheingold)

http://www.wwcoco.com (Sue Boettcher)

http://www.bighangworkshops.com (Heather Duggan)
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PART 6: Contact Us

Academic Help

If you have questions about your contract, obligations, or any other academic, financial or
administrative issues, please direct them to:

President and Chief Academic Officer — Dr. Jane Grauvill
Email: jgravill@lansbridge.edu
Toll Free: 1-800-839-5602

Administrative Support

If you find errors or dated information in the course, or if you have feedback or suggestions
about the course, please direct all questions to:

Senior Student Services Officer, EMBA programs — Tania Margeson
Email: tmargeson@lansbridge.edu

Phone: (506) 443- 0780 ext. 786

Toll Free: 1-800-839-5602

OR
Student Services Officer, MBA programs — Jillian Chapman
Email: chapman@Ilansbridge.edu

Phone: (506) 443- 0780 ext. 781
Toll Free: 1-800-839-5602

Technical Support

If you are having trouble with any technical aspect of the learning environment, please direct all
guestions to Technical Support.

Email: techsupport@Ilansbridge.edu
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APPENDIX A

ADJUNCT FACULTY CONTRACT

Adjunct Faculty Contract No. FAC-TEST-ITE 6010-01/2009

This contract dated December 3, 2008 is between:
Lansbridge University Corporation and  Adjunct Faculty Member

412 Queen Street
Fredericton, NB E3B 1B6

Section A. Overview

In consideration of the compensation set out below, Adjunct Faculty Member agrees to
provide their professional services as Adjunct Professor for the ITE 6010 - IT for e-Business
Management course for the Lansbridge University MBA program.

The period for this contract is January 5th to April 10" 2009.

See Section B for Lansbridge MBA course standards.

See Section C for the description of professional services.

See Section D the fee for services, and terms and conditions.

See Section E for signatures.

See attached list of Best Practices.

Section B. Lansbridge MBA Course Standards
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The course length is 14 weeks from the opening vClass (voice over IP) until the course end
date — consult with Lansbridge Operations for the precise scheduled dates.

Students in the MBA program do have the option of conforming to this schedule or not — our
desire and our expectation is that the significant majority will conform to this schedule, and
the non-conformists will complete group work individually.

The standard grading scheme is detailed in the Master Table. It is extremely important that
this be kept up to date so students understand what the deliverables are, as well as their value
and associated due dates. Should you need to make a change to the Master Table please
contact Lansbridge Operations.

There are six interactions (using voice over IP) with the Adjunct Professor and the class,
usually beginning with the second week of classes.

All course readings, content and assignments should be pertinent to the management of
companies in the “fast economy”, i.e., any companies involved in the development or
adoption of information technology.

Section C. Description of Professional Services

The professional services are as follows, subject to revision by mutual consent:

Before Your Term Begins

1.

Familiarize yourself with online school environment and tools, previous course materials,
schedules, grading scheme, assignments, progress quizzes and solutions and the final exam
and its solution (if appropriate).

Provide Lansbridge Operations with your digital picture, the email address you wish your
students to use to contact you, and a short bio for the “about your Adjunct Professor” area of
the course.

Send any requested updates/corrections/modifications to the syllabus, assignments, e-book
passages and/or electrifiers, progress quizzes and/or final exam/final project to Lansbridge
Operations.  (Our expectation is a minimum commitment of two days to identify
opportunities for updated material, and to locate and/or create the new material). Please send
this information as early as possible to facilitate our development and QA procedures.
Ideally we would receive these changes two weeks prior to the course start date.

Check for relevant textbook revisions (page numbers) related to new versions of the textbook
being released.

Request and reserve the dates and times for your vClass (voice over IP) sessions through
Lansbridge Operations.

Post a discussion group message introducing yourself and your role, declaring office hours
and welcoming students to the course, once registration is complete.

During Your Term

1.
2.

The Adjunct Professor’s goal is to facilitate and encourage all students to stay on schedule.
Check the message center and email daily, responding to questions and issues within 24
hours (subject to any agreement you may reach with the class regarding “vacation period” up
to 10 sequential days).

Conduct at least six (6) vClasses (using voice over IP)
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Monitor the activity of each group (if any) within the message center, to make sure each is
functioning effectively. You may need to intervene occasionally to stimulate discussion or
improve group dynamics.

4. Mark the course deliverables and provide extensive feedback to students. Marked

assignments should be returned to students prior to the due date of the next assignment.

(typically within two weeks) Ensure that assignment, quizzes and solutions are posted to the

message center as required. Remind students of pending deliverable dates.

Create the course final exam (if appropriate).

Notify Lansbridge Operations of any student withdrawals during the course.

7. In addition to the execution of the above services, Adjunct Professors are requested to adhere
as closely as possible to a set of “Best Practices for Lansbridge Adjunct Professors” (see
Attachment B). This set of practices has emerged over the first year of the delivery of the
Lansbridge MBA program, and is to be considered a living document. Any suggestions
pertaining to this document are welcome.

oo

As Your Term Ends

Remind the students to complete the course evaluation online.

Receive and grade all final deliverables and communicate grades to students.

Send final grades to Lansbridge University.

Write a farewell message to the students in your classes.

Invoice Lansbridge for the appropriate course fee as per the Terms and Conditions section of
this contract.

orwdPE

The Course Delivery Team

Adjunct Professor,
Senior Student Services Officer - EMBA Program, Tania Margeson- tmargeson@Iansbridge.edu
Student Services Officer - MBA Program, Jillian Chapman — chapman@Iansbridge.edu
Courseware Development Manager, Aimee Gahan — agahan@Iansbridge.edu

President and Chief Academic Officer — jgravill@lansbridge.edu

Section D. Terms and Conditions

Fee

The fee for service associated with this professional service contract is $350 CDN per student to
a maximum of $5500. Should a student withdraw from the course before the course is
completed, the Adjunct Professor will be paid on a pro rated basis. Should a student fail the
course after completing the course, the Adjunct Professor will be fully compensated for that
student. Payment will be made within 30 days of submission of an invoice to Lansbridge.
Kindly refer to this contract and quote contract date when invoicing for payment.

By accepting this agreement, you acknowledge that you are responsible for the payment of all
taxes or levies due to any Government authority in Canada or elsewhere.
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Confidentiality

During the online sessions, participants share ideas and issues relating to their companies in good
faith and with the intention of improving their management skills and abilities. The Adjunct
Professor agrees to maintain in confidence all information acquired about MBA program
participants and their employing companies in the process of the online sessions, threaded
discussions and electronic mail messages. Such information may be used by the Adjunct
Professor only with the express permission of the course participant and his or her employing
company.

Public Identification of the Delivery Team

The Adjunct Professor agrees to permit Lansbridge University to identify the Adjunct Professor
as a member of the faculty team on the Lansbridge University Web site, and/or other printed
program communication tools such as brochures, for a maximum of three years.

Intellectual Property

Any of the original-form intellectual property contributed by the Adjunct Professor remains the
property of the Adjunct Professor. Lansbridge, however, acquires the right to use any or all of
the Web-enabled property, including any or all of the eBook, in any of its online programs and/or
applications.

Termination

Lansbridge University reserves the right to terminate this agreement at any time, with payment to
be made on a pro-rated basis.

Section E. Signatures to the Agreement

Adjunct Faculty Member Date

Dr. Jane Gravill T President and Chief Academic Officer Date
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Adjunct Faculty Teaching Contract - Best Practices

This is a preliminary list of what constitutes “best practices” for our Lansbridge Adjunct
Professors in the executive MBA program. The list has emerged by observing and listening to
the reactions of our key stakeholders — the students and our eBook producers. This list is to be
considered a living document, and all suggestions are welcome.

1. The Master Table is the governing document for every course. Above all other
documents, the Master Table must be kept up to date. Please advise Lansbridge
Operations of any changes to the Master Table.

2. The Master Table should show at least six (6) synchronous interactions between the
Adjunct Professor and the MBA class, preferably Monday through Thursday evenings at
8:00 p.m. EDT or EST, using teleconference or internet equivalent

3. The format of the synchronous interaction should be approximately 20% review of
housekeeping and the previous week’s material, 60% overview, lecture and discussion on
the coming week, and 20% Q&A over the coming week

4. There should clear expectations provided in advance of every gradable quiz or exam,
including the format of the upcoming quiz or exam, with examples or model solutions
accessible for self-evaluation

5. Due dates for deliverables should be Mondays as often as possible, so that students have
the weekends to work on them

6. All students will be on a 4.0 Grading Scale.
Lansbridge Grading

Scale 4.0

Grade Mark % GPA
A 90-100 4

A- 85-89 3.67
B+ 80-84 3.33
B 75-79 3

B- 70-74 2.67
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65-69
<65

2.33
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