Online Faculty Handbook
INTRODUCTION
North Central Kansas Technical College is an accredited institution by the Higher Learning Commission of the North Central Association. As such, NCKTC believes that the quality of on-line courses be of same quality to that of courses offered via face-to-face instruction. For this reason, the process used in developing, reviewing and revising online course materials developed by NCK-TECH faculty has been standardized. 
NORTH CENTRAL KANSAS TECHNICAL COLLEGE’S ONLINE VISION STATEMENT
North Central Kansas Technical College is committed to expanding the educational opportunities to students regardless of location through quality online learning.
PURPOSE STATEMENT
The Online Committee’s purpose is to help assist in the growth of distance education at NCK-Tech. The committee consists of Administration, Faculty and Staff members. The committee works in conjunction with the Administrative Cabinet and submits course approvals to the Academic Affairs Committee.
The roles of the Online Committee are to:
· Maintain academic integrity in distance education courses
· Establish a calendar of events and procedures pertinent to distance education
· Support faculty education and training in distance education development and delivery
· Identify the need for policies within the delivery process and make recommendations to the Administrative Cabinet pertaining to those policies
· Assist in marketing and promoting distance education
PURPOSE OF THIS DOCUMENT
This document was created in collaboration by members of NCK-Tech’s Online Curriculum Committee. The committee members researched best practices in building this document. In absence of a specific policy, NCK-Tech will refer to guidelines set forth in the Faculty Handbook, the Student Handbook, and the College Catalog.


TIMELINES
An Online Calendar will be developed based off of the academic calendar using the following criteria:
Fourteen weeks prior to the upcoming term:  An Intent to Teach form will be sent to prospective instructors by the Online Coordinator. The Intent to Teach form will include information about the sliding scale.  Requests for fall terms will be collected at the same time as the requests for summer terms.
Twelve weeks prior to the upcoming semester: Instructors should submit their Intent to Teach form to the Online Coordinator along with any proposed syllabi changes and/or book changes.  These changes must be approved by the Department Chair and the Dean of Instruction before enrollment opens. These forms will also be sent to the Assistant Registrar who will complete the Request For Hire forms.
Eleven weeks prior to the upcoming term: The Online Schedule for the next term will be established and approved by the Dean of Instruction.  After establishing the Online Schedule, the Online Coordinator should share the schedule with Student Accounts, Registrar, Cashier, Administrative Assistant to the Dean of the Hays Campus, and the General Education Department Chair.
Ten weeks prior to the first day of class in the upcoming term: Enrollment opens for spring courses or ten weeks prior to the summer term enrollment opens for summer and fall terms.  Marketing and mailing course schedules also may begin on this day.
No later than three weeks prior to the first day of class: Instructors will receive access to their course shells to make updates to the course information.
Ten days prior to the first day of class of upcoming term: The Dean of Instruction and the Online Coordinator will make the determination of which courses will continue to be offered.  This decision will be communicated to Student Accounts, Registrar, Cashier, Administrative Assistant to the Dean of the Hays Campus, Online Coordinator, and the General Education Department Chair via e-mail immediately.  The Online Coordinator will immediately notify instructors via email whether their class will continue to be offered or not.  The Cashier will notify the students via e-mail if their class was cancelled.
The Friday nine weeks into the Fall and Spring semesters: The last day students are allowed to drop an online class and receive a W on their transcripts instead of an F.  The Friday five weeks into the summer term is the last day for students to drop an online class to receive a W.



ADMINISTRATION 
COURSE OFFERING:
At 4:00 PM 10 days before the class is to begin, enrollment numbers will be calculated for each course being offered.  If the number is insufficient, the class will NOT be offered and enrollment will be closed. 
If the course enrollment is sufficient, the course will be offered and enrollment will remain open until the date the course begins. Students will not be counted as enrolled until they have submitted a down payment.
10 days before the class is to begin, the Cashier will notify students and the Online Coordinator, if the class will not be offered due to low numbers.  The Online Coordinator will then notify instructors if their course will be offered and current enrollment numbers. 
A maximum of 20 students will be allowed to enroll in each section. The Dean of Instruction will decide if another section needs to be opened on a case by case basis. 
Course Proposal Approval (See Appendix for Course Approval Forms)
The following table indicates the necessary steps for proposing a course for development.
	Step #
	Description of Step
	Sign-Off
	Send to/Receiving Party
	Required Documents

	1
	Faculty or staff member explores the possibility of developing a new or re-developing an existing course with colleagues, Department Chair, Online Committee, and others.
	N/A
	N/A
	N/A

	2
	After discussing with Department Chair a new or re-developed or self-produced course, the Course Developer asks  Department Chair for course approval and fills out the Course Development Proposal
	Course Developer
	Department Chair
	Course Development Proposal, Syllabus

	3
	Department Chair evaluates and discusses the proposal with the Dean of Instruction. The course developer will be notified by e-mail of the status of the proposal.
	Department Chair and Dean of Instruction
	
	Course Development Proposal, Syllabus

	4
	If the course is a new course, the Course Development Proposal and Syllabus will be presented to the Academic Affairs Committee for approval. Course Developer will be notified by e-mail of the status of the proposal. The Registrar will be notified of the new course and develop a course number, if needed.
	Academic Affairs Committee
	Dean of Instruction and Registrar
	Course Development Proposal and Syllabus

	5
	After the Dean of Instruction approves the proposal, the Board Clerk/Administrative Assistant prepares a contract to be signed by the Course Developer and the Dean of Instruction. The Course Developer will be notified and given a copy of the New Course Completion Form and the Online Faculty Handbook.
	Dean of Instruction
	Board Clerk/Administrative Assistant
	Contract, New Course Completion Form, Best Practices Policy Guidelines.

	6
	After the Dean of Instruction and the Course Developer sign the contract, the Dean of Instruction will contact the Course Developer to see if there is any need for instructional design and support. Online Coordinator will be contacted to open up a “shell” course for the instructor.







	Course Developer  and Dean of Instruction
	Course Developer and Online Coordinator
	E-mail notification to discuss instructional design and support

	7
	Once the Course Developer completes the course development (at least eight weeks prior to the beginning of the first semester the course is to be offered), then he or she submits the New Course Completion Form to the Department Chair for review.
	Course Developer
	Department Chair
	New Course Completion Form

	8
	The Department Chair reviews the course and then submits the New Course Completion Form to the Online Committee for review.

	Department Chair
	Online Committee
	New Course Completion Form 

	9
	The Online Committee assigns two people to review the course with the developer. Upon reviewing the course, the course will be marked approved, conditional approved, or not approved. Conditional approval indicates that the committee has noted areas to be addressed within the course. Changes need to be made within 30 days at such time the course will be reviewed again.
	Online Committee
	Course Reviewers from the Online Committee 
	New Course Completion Form

	10
	The Course Reviewers Sign the New Course Completion Form when the course is approved for delivery. The course is presented to the online committee for approval and the Online Coordinator is notified to add the course to the website for instruction for the semester it will be offered.
	Course Reviewers
	Online Committee, Online Coordinator
	New Course Completion Form

	11
	After approval, the New Course Completion Form is signed by the Dean of Instruction and given to the Board Clerk /Administrative Assistant for payment. 
	Dean of Instruction
	Board Clerk/Administrative Assistant
	New Course Completion Form




ONLINE FACULTY RESPONSIBILITIES
COURSE LOAD:
To ensure instructors do not overload themselves with online courses the following procedures have been developed:
	First time instructors are allowed to teach a maximum of 3 hours online, or one course*
	Veteran instructors are allowed to teach a maximum of 9 hours online or three courses*
	*Exceptions can be made by the Dean of Instruction


PAYMENT POLICY:
A graduated contract allowing courses to make with fewer students may be used with the instructor paid at a reduced rate. A full contract is currently based on eight students and pays $500.00 per credit hour. Terms will be stated in the contract for each instructor per semester.
	FACULTY TRAINING:
Faculty training, including system/technical, shall be provided prior to the teaching of an online course. Training will be provided by NCK-Tech staff appointed by the Dean of Instruction. The training will provide the online instructor with information on technical issues and student issues common to online coursework.
Online Instructors will contact Department Chairs to coordinate assessment artifacts needed for reporting.



	COURSE DELIVERY POLICY:
	Prior to 1st Day of Course Delivery:
Instructor will receive access to their course shell no later than three weeks prior to the start of class.
Course Curriculum modifications must be submitted for approval to the department chair and approved by said chair no later than one week prior to the start of class.
Faculty must have access to a computer, Internet connection and maintain their equipment.
Faculty who teach online courses have the same rights as outlined in the faculty hand book and responsibilities as faculty who teach in the face-to-face traditional setting. Faculty members have the same responsibility for selecting and presenting materials in online courses as they would in traditional face-to-face courses. 
Instructors must update all course information.  Things to include:
· Must have clear policies on evaluation and communication
· Must use NCK-Tech approved Syllabi
· Must have updated contact information
· Must update schedule
· Course should clearly state netiquette expectations.
· The course documents must include policies for response time, late work, technology and software issues, and student issues common to online coursework.
· Course Links and Resources need to be verified as accessible and appropriate for course content.

During Course Delivery:
Online faculty should be readily accessible and interact weekly with students.

Faculty members are required to interact with students during the entire semester via e-mail, asynchronous message boards, chat rooms, or other available technical means. This is necessary for financial aid and attendance. Faculty may be required to provide proof of student attendance and should maintain weekly records of faculty/student interaction.
Faculty must respond to students within 24 hours unless otherwise stated in their course syllabi and approved by the Dean of Instruction. Exceptions are noted for weekends and when prior notice is given to students (i.e. conference travel, holiday, etc.). The Dean of Instruction must be notified if the instructor cannot respond within the 24 hour window.
Online Courses will have an Instructor Evaluation component as the last assignment. Instructors should encourage completion of this evaluation. 
Following Course Delivery:
Online courses will follow the same assessment procedures as established by their face-to-face counterparts. Assessment artifacts will be collected at the end of each course and submitted to the respective department chair for analysis and matrix reporting.
Grades will be transferred to the Student Information System at the conclusion of the semester, therefore grades in the LMS should be complete.
Instructor Evaluations will be made available after grades are submitted to the Registrar.
The Instructors responsibilities will be considered complete when final grades and assessment artifacts have been received.
RESPONSIBILITIES OF THE DEVELOPER
Faculty members are expected to understand and adhere to federal copyright regulations, as well as NCK-Tech copyright policies, which are consistent with federal regulations. 
Course materials may be reviewed by NCK-Tech administration and /or legal counsel to insure copyright regulations are adhered to.
Pay rates for course development are $700 per credit hour; $500 will be paid to condense the 16 week course to an 8 week course.  Payment will be made upon final approval of the course by the Online Committee.
Online courses will incorporate the same assessment procedures as established by their face-to-face counterparts. Assessment artifacts will be collected at the end of each course and submitted to the respective department chair. If developing a course without a face-to-face counterpart, the developer will work with the Assessment Coordinator to develop an assessment procedure. 
Online courses will have an Instructor Evaluation component as the last assignment. Instructors should encourage completion of this evaluation. The Dean of Instruction will receive copies of these completed evaluations each semester.


Course Shell Contents must contain:
· Course syllabus which should include policies for response time, course schedule, handling late work, course sequencing, technology and software requirements, preferred mode of communication, testing, submission of assignments.
· Some form of discussion and higher level thinking.
· Clear policies on evaluation and communication.
· Navigational instructions and links to tutorials.
· Netiquette expectations.
Course materials developed by faculty members will be the property of North Central Kansas Technical College and may not be marketed to other entities unless the faculty member receives prior approval in writing from the NCK-Tech administration and unless special arrangements are made with the NCK-Tech administration.  
CONTACT INFORMATION
Course Proposal Coordinator
	Janet Moeller
	Online Coordinator
              (785) 738-9013
              jmoeller@ncktc.edu
Curriculum Support
	Corey Isbell
	Dean of Instruction
	(785) 738-9055
	cisbell@ncktc.edu
Technical Support
	Janet Moeller
	Online Coordinator
	(785) 738-9013	
               jmoeller@ncktc.edu 
Assessment Support
	Jennifer Brown
	Assessment Coordinator
	(785) 738-9085
	jbrown@ncktc.edu
Student Services / Support
               Angel Prescott
	Dean of Student Services
	(785) 738-9008
              aprescott@ncktc.edu
	
COURSE SHELL GUIDELINES
The following are the guidelines for online courses offered at North Central Kansas Technical College. 
COURSE OVERVIEW AND INTRODUCTION
Navigational instructions make the organization of the course easy to understand.
· A course “tour”
· Clear statements about how to get started in the course
· Phone call

A statement introduces the student to the course and to the structure of the student learning.
· The course schedule (self-paced, following a set calendar, etc.)
· Course sequencing, such as a linear or random order
· Types of activities the student will be required to complete (written assignments, online self-tests, participation in the discussion board, group work, etc.)
· Course calendar with assignment and test due dates
· Preferred mode of communication with the instructor (email, discussion board, etc.)
· Preferred mode of communication with other students
· Testing procedures (online, proctored, etc.)
· Procedure for submission of electronic assignments
· Make available in several formats and locations

Netiquette expectations with regard to discussions and email communication are clearly stated.
· Rules of conduct for participating in the discussion board
· Rules of conduct for email content
· “Speaking style” requirements (i.e. use of correct English required as opposed to net acronyms)
· Spelling and grammar expectations

The self-introduction by the instructor is appropriate 
· Information on teaching philosophy
· Past experiences with teaching online classes
· Personal information such as hobbies, etc.
· A photograph

Students are requested to introduce themselves to the class.
The student introduction helps to create a supportive learning environment and a sense of community. Students are asked to introduce themselves and given guidance on where and how they should do so. Instructors may ask students to answer specific questions (such as why they are taking the course, what concerns they have, what they expect to learn, etc.) or may choose to let them student decide. Instructors may provide an example of an introduction and/or start the process by introducing themselves.

Minimum technology requirements, minimum student skills, and, if applicable, prerequisite knowledge in the discipline, are clearly stated.
Technology requirements may include information on Hardware, Software and plug-ins, ISP requirements.





Examples of technology skills may include the capability to:
· Use email with attachments
· Save file in commonly used word processing program formats (e.g. MS Word)
· Use MS Excel or other spreadsheet programs

Discipline knowledge prerequisites should include academic course prerequisites. 

LEARNING OUTCOMES

The learning outcomes of the course are clearly stated and understandable to the student.
Students can easily grasp the meaning of the learning objectives. Use of jargon, confusing terms, unnecessarily complex language, and puzzling syntax are avoided.

Instructions to students on how to meet the learning objectives are adequate and easy to understand.
· Module-based or weekly assignment pages in narrative, bulleted list, or chart form, indicate a list of steps that guide the student to meet learning objectives for each week.
· Information indicates which learning activities, resources, assignments, and assessments support the learning objectives
· Policies concerning penalties, inactivity, withdrawal from course, etc.
· Instructions found in multiple locations on the course.

ASSESSMENT AND MEASUREMENT

The grading policy is transparent and easy to understand.
· A list of all activities, tests, etc. that will affect the students’ grade is included at the beginning of the course and included in the syllabus.

Instructor keeps students informed of grades on assessments and the class as a whole in a timely manner, based on instructor-specified timeline.
· Instructor participation in a discussion assignment.
· Writing assignments that require submission of a draft for instructor comment and suggestions for improvement
· Self-mastery tests and quizzes that include informative feedback with each answer choice.
· Interactive games and simulation that have feedback built in.

The types of assessments selected and the methods used for submitting assessments are appropriate for the distance learning environment.

Examples that DO meet the standard:
· Submission of text or media files by email or “drop box”
· Exams given in a proctored testing center
· Quizzes with time limitations, printing disabled and other security measures.
· Multiple assessments which enable the instructor to become familiar with individual students’ work and which discourage “proxy cheating” (someone other than the student completing and submitting work)

Examples that do NOT meet the standard:
· Required assessments that cannot be submitted online, such as a lab practicum in a science course.
· A course in which the entire set of assessments consists of 5 multiple choice tests taken online, with no enforced time limit, the print function enabled, and minimal security features in place.


RESOURCES AND MATERIALS

Instructional materials are presented in a format appropriate to the online environment, and are easily accessible to and usable by the student.
· Textbooks and/or CDs, include titles, authors, publishers, ISBN Numbers, copyright dates, and information as to where copies can be obtained
· A navigation button is devoted to “Resources” and appropriately tied in with the overall course design
· Required software plug-ins are listed, along with instructions for obtaining and installing the plug-ins.

Examples of some visual format problems:
· Text size may be too inconsistent for typical View/Text Size setting
· Large text files are presented without table of contents or unit numbering
· Multimedia files require plug-ins or codecs students do not have
· Science lab courses may include learning activities that are not easy to format for online learning.

LEARNER INTERACTION

Learning activities foster instructor – student, content – student, and, if appropriate to this course, student – student interaction.
· Instructor – student (consider for ALL courses): Self-introduction; discussion postings and responses; feedback on project assignments; evidence of one-to-one e-mail communication, etc.
· Student-content (consider for ALL courses): Essays, term papers, group projects, etc. based on readings, videos, and other course content; self-assessment exercises; group work products, etc.
· Student – student (if appropriate to this course): Group projects, threaded discussions, chat, etc., used to foster student-to-student interaction. Instructor should monitor interaction whenever possible and appropriate.
Clear standards are set for instructor response and availability (turn-around time for email, grades posted etc.)
Information clearly indicates instructor response time for key events and interactions, including e-mail turnaround time, time required for grade postings, discussion postings, etc. Standards also include instructor availability, including e-mail response time (24 hours if possible), degree of participation in discussions, and availability via other media (phone, in-person) if applicable.

The course design prompts the instructor to be present, active, and engaged with the students.
· An actively used and well organized instructor-facilitated discussion board
· Optional “electronic office hours” provided in the chat room or chat session on selected topics, archived/edited and posted as a FAQ for other students
· An invitation for the class to email the instructor with individual concerns within the LMS
· Current announcements in the classroom LMS 

COURSE TECHNOLOGY

The tools and media enhance student interactivity and guide the student to become a more active learner (Possibilities)
· Automated ‘self-check’ exercises requiring student response
· Animations, simulations, and games that require student input
· Software that tracks student interaction and progress
· Use of discussion tools with automatic notification or ‘read/unread’ tracking feature

Technologies required for this course are either provided or easily downloadable.
For this standard, the term “technologies” may cover a range of plug-ins such as Acrobat Reader, media players, etc. In addition, courses may require special software packages (spreadsheets, math calculators etc.).  Clear instructors tell how students can obtain needed plug-ins and software packages.

Instructions on how to access resources at a distance are sufficient and easy to understand.
Online students need to know about and be able to obtain access to educational resources by remote access. Information on these resources is readily visible with clear instructions on how to access these resources.
· An explanation of how to obtain full text journal articles is provided in the assignment that requires their use

LEARNER SUPPORT

The course instructions articulate or link to a clear description of the technical support offered. 

· A clear description of the services, including a link to a technical support website
· An email link to an online learning helpdesk
· A phone number for an online learning helpdesk
· A clear description of the academic support services and how to access them
· A link to the academic support website, along with a definition of academic support
· Link to the library

ACCESSIBILITY

Web pages have links that are self-describing and meaningful
· All file names and web hyperlinks have meaningful names. For instance, the link to take a quiz should say “Take Quiz 1”, not “click here”.
· Icons used as links should also have HTML tags or an accompanying text link
· Instructor checks to make sure links are active and appropriate








APPENDIX

Intent to Teach Letter:
North Central Kansas Technical College is now collecting Intent to Teach forms for online adjunct instructors for the __________ term.  The form is located at .  ______ courses will begin _________ and end on _____.
This form is not contractual but simply an effort to locate instructors interested and available to teach sections of our online courses.  If there is sufficient enrollment to support the course(s) you intend to teach I will then contact you about contracting your services.  We will determine ten days prior to the first day of class (4pm CST, ______) which classes will make.  
As many of you are aware, we are now utilizing a graduated contract allowing courses to make with as few as 4 students, however the instructor would then be paid at a reduced rate.  A full contract based on $500 per credit hour will be paid for any class with at least 8 students.
Please contact me if you have any questions regarding the intent to teach form or the graduated contract.

          


Welcome to NCK Tech Online!
Thank you for completing your online enrollment with NCK Tech!  Our enrollment ends _________ at 3:00 pm.  I currently show that you are enrolled in _________.  If you wish to make any changes to your enrollment, please do so before this date.  
I will forward your class enrollment to the online service provider – Moodle, only if the following criteria have been met:
● The minimum number of students has been met.
● Down Payment has been received for all courses.
Full payment of the remaining tuition is due within the first 10 days of the course(s) for any portion not covered by financial aid and/or the down payment.  Non‐payment within the 10 day period will result in a $50.00 late fee and removal from the course(s) enrolled.  If full payment is made within 20 days the students will be re‐enrolled in their original course(s).  Tuition is set at $140.00 per credit hour and an additional $100.00 lab fee is incurred for science courses.  Once you have logged on and/or the first Friday of the course has passed students are required to pay for the course in full.  Students can withdraw from their online course(s) until _______, but no refund will be issued.  Please make arrangements for payment by contacting Brianne Beck at 785‐738‐9003 or by email at bbeck@ncktc.edu Checks are also accepted if time allows – please mail payment to NCK Tech, Attn:  Cashier, PO Box 507, Beloit KS 67420.
● You have passing prerequisite courses on file.  (Intermediate Algebra, College Algebra, Elementary Statistics, English Composition, English Composition 
● You have passing ACT or COMPASS scores on file. 
 (Intermediate Algebra, College Algebra, and English Composition)
Unless complications arise you should receive your user name and password the Friday before classes start.  The email will be from Janet Moeller, jmoeller@ncktc.edu.   You may need to check your spam for the email.  You will be able to access Moodle to familiarize yourself with the site, but the course content will not available until the first of day of class.  Please take time to log in and check out the online platform.  If you have not received your username and password by then please contact me and I will check on the issue.  
If you have previously taken online courses with NCK Tech using Moodle your previous user name and password will remain the same. But, if you have previously taken online courses with NCK Tech using Angel your previous username and password are no longer valid.  
If you should experience technical difficulties after receiving your username and password please contact Moodle technical support for assistance.
It is the student’s responsibility to purchase all required textbooks BEFORE classes begin!  Most courses have required textbooks.  These textbooks are listed on our Books & Supplies page and may be purchased through any online vendor such as Amazon or Barnes & Noble.  Just type in the ISBN number and it should bring up the correct item.  Textbooks should be purchased and ready for use on the first day of class.
**You may withdraw from a class, but please understand we cannot give any refunds in tuition or fees for online courses once the class begins**
NCK TECH ONLINE – PAYMENT DUE!
Our records indicate that you have a remaining balance on your student account.  This is just a reminder.  In order to avoid a $50 late fee and removal from the course(s) you are taking, your account needs to be paid in full no later than ______________ at 4:30 pm.  If you have any questions or concerns regarding your account please let me know.  – Thanks!

NCK TECH ONLINE – PAYMENT PAST DUE! 

Our records indicate that you still have a remaining balance on your student account.  A $50 late fee has been added and access to course material has been revoked.  The account must be paid in full no later than _________ at 4:30pm for course access to be reinstated.  If payment is not received at this time, students will be administratively withdrawn from the course(s) enrolled.  This could affect your financial aid status.  Students are still required to pay for the course in full.  If payment is not received within 60 days of the original due date your account will be turned over to collections.  If you have any questions or concerns regarding your account, please let me know. – Thanks!


NCK TECH ONLINE ‐ IMPORTANT 
Our records indicate that you have not finalized your enrollment.  Enrollment ends _________ at 3:00 pm.  Please look through this checklist and make sure you have completed the following:
o $50.00 Application Fee*
o $100.00 Non‐refundable Down Payment per Course is Due Upon Enrollment
[bookmark: _GoBack]Full payment of the remaining tuition is due within the first 10 days of the course(s) for any portion not covered by financial aid and/or the down payment.  Non‐payment within the 10 day period will result in a $50.00 late fee and removal from the course(s) enrolled.  If full payment is made within 20 days the students will be re‐enrolled in their original course(s).  Tuition is set at $140.00 per credit hour and an additional $100.00 lab fee is incurred for science courses.  Once you have logged on and/or the first Friday of the course has passed students are required to pay for the course in full.  Students can withdraw from their online course(s) until ______, but no refund will be issued.  Please make arrangements for payment by contacting Brianne Beck at 785‐738‐9003 or by email at bbeck@ncktc.edu Checks are also accepted if time allows – please mail payment to NCK Tech, Attn:  Cashier, PO Box 507, Beloit KS 67420.
o Submit Transcripts for Proof of Prerequisite Courses  (Intermediate Algebra, College Algebra,  Elementary Statistics, English Composition, English Composition II, Microbiology, and Anatomy and Physiology)
o Submit ACT or COMPASS Scores to the Registrar (Intermediate Algebra, College Algebra, and English Composition)
NCK Tech 
Attn:  Registrar
PO Box 507
Beloit, KS 67420
Fax # 785‐738‐2903
After you have completed all of the steps listed above I will forward your course enrollment to the online service provider – Moodle, if the following criteria have been met:
o The minimum number of students has been met.
o You have passing prerequisite courses for any math and/or science courses.
o You have passing ACT or COMPASS scores for Intermediate Algebra, College Algebra & English Composition.
*You may pay for your online course by calling the cashier at 1‐800‐658‐4655 (ask for Brianne) and making a debit/credit card payment over the phone.  Checks are also accepted if time allows – please mail payments to NCK Tech, Attn:  Cashier, PO Box 507, Beloit KS 67420.
It is the student’s responsibility to purchase all required textbooks BEFORE classes begin!  Most courses have required textbooks.  These textbooks are listed on our Books & Supplies page and may be purchased through any online vendor such as Amazon or Barnes & Noble.  Just type in the ISBN number and it should bring up the correct item.  Textbooks should be purchased and ready for use on the first day of class.
