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C O O P E R A T I V E   E D U C A T I O N

Work Experience Courses

AND
D I S T A N C E   L E A R N I N G
COOPERATIVE EDUCATION

WORK EXPERIENCE COURSES
· Enter all Co-Op (except COE 110, COE 115 and COE 125 series) classes using the following standardized schedule data:

Meeting Days

Sunday through Saturday


Meeting Times

0000 to 2359

Meeting Type 

21 (Open Lab)


Building & Room Code
XX 343 (Cooperative Training Various Locations)

DISTANCE LEARNING

See Attached Distance Learning Instructional Method Codes
· FTE Reporting - To ensure correct FTE reporting for classes offered through the distance learning method of instruction, an orientation may be counted as the first class meeting for a student; however, it is imperative that orientation not occur before the official beginning date of the class.  

· Retention of Proper Documentation - Proper documentation must be maintained by the divisions through the audit cycle, which is typically two years from the current year.  This documentation must include class statistics, assignments, etc. to verify attendance.

· Enter distance learning CODs using the following section numbers:
	Section Number

	80

	81

	82

	83

	84

	85

	86

	87

	88

	89


The meeting days and times are suppressed in the schedule for sections 80 through 89.

Continue To Next Page…
Distance Learning Continued…
· Instructional Method
See attached Distance Learning Instructional Method Definitions and Codes.
· Class Type Codes

	Class Type Code
	Class Type

	110
	Curriculum

	120
	Regular Extension

	130
	First Short Session

	140
	Second Short Session

	240
	Self-Supporting

	260
	Television (Telecourse)


B A S I C   S K I L L S

Literacy and Adult High School
BASIC SKILLS CLASSES
· Literacy Classes

Contact hours may not exceed the recommended maximum hours contained in the North Carolina Community College System (NCCCS) Continuing Education Master Course List.
Schedule contact hours according to classroom availability.  
Beginning and ending dates may crossover the College calendar term dates.
Classes scheduled for less than 90 minutes DO NOT receive a break.

Classes scheduled for more than 90 minutes MUST include a 10 minute break after every 90 minutes of instruction.

Saving break time until the end of class in order to dismiss the class early is not permitted.
Limit section notes to 60 characters.
· Adult High School

Schedule each class for a minimum of 64 contact hours with open labs as the exception.
Schedule work practicums for 80 contact hours.
Beginning and ending dates must conform to the College calendar 

term dates. 

Classes scheduled for less than 90 minutes DO NOT receive a break.

Classes scheduled for more than 90 minutes MUST include a 10 minute break after every 90 minutes of instruction.

Saving break time until the end of class in order to dismiss the class early is not permitted.
Limit section notes to 60 characters.
C O R P O R A T E  &  C O N T I N U I N G

E D U C A T I O N 
CORPORATE & CONTINUING EDUCATION

Contact hours may not exceed the recommended maximum hours contained in the North Carolina Community College System (NCCCS) Continuing Education Master Course List.

Schedule contact hours according to classroom availability.
Beginning and ending dates may crossover the College calendar term dates.

Classes scheduled for less than 90 minutes DO NOT receive a break.

Classes scheduled for more than 90 minutes MUST include a 10 minute break after every 90 minutes of instruction.

Limit section notes to 60 characters.
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