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I. Policy Statement 
The Credit Hour policy defines the federal and accreditation requirements as it relates to determining 
the in-class and out-of-class contact time, no matter the method of instruction. It provides the 
guidelines that faculty are to use to determine and record credit hours. 

 
 

II. Reason for Policy 
To support Marian University’s compliance with the Higher Learning Commission’s Policy on Credit 
Hour and the U.S. Department of Education policy. 
In October 2010, the United States Department of Education (USDE) finalized a number of higher 
education regulations that went into effect on July 1, 2011. In these “program integrity” regulations, 
USDE federally defined the credit hour.  See Section IX of this document for the definition. 
Under this new rule, the federal government defines the credit hour numerically, but accrediting 
agencies remain responsible for setting standards and conducting reviews in this area. The federal 
definition is to be used as a baseline for decisions about various types of programs. See 
“Accreditation Implications and Handbook Changes” section of this message below for further 
important information. 
 

 
III. Entities Affected By This Policy 

• All faculty 
• All Students 

 

IV. Who Should Read This Policy 
List persons who must understand the policy in order to do their jobs. 

• All academic deans 
• All faculty 
• Registrar’s Office personnel 
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V. Related Resources 
List related university policy documents (and websites), other university and external documents (and 
websites), as well as forms and systems that provide helpful, relevant information or that might be necessary 
to enable compliance with this policy. 

 
 
 

University Policies and Documents 
None 

External Documentation 
U.S. Department of Education, Title 34 CFR 600.2 and 600.24, Institutional Eligibility under the 
Higher Education Act of 1965 as amended - http://www.ecfr.gov/cgi-bin/text- 
idx?rgn=div8&node=34:3.1.3.1.1.1.23.2; 

University Forms and Systems 
Student Engagement Worksheet 

 
VI. Contacts 

 

 
Subject Matter 
(alphabetical 
order) 

 
Office Name (not 
the name of an 
individual) 

 
Telephone 
Number 
(XXX) XXX-XXXX 

 
 
 
E-mail/Web Address 

Policy Clarification 
and Interpretation 

Office of Academic 
Affairs 

(920) 923-7604 AcademicAffairs@marianuniversity.edu 

 

http://www.ecfr.gov/cgi-bin/text-
mailto:AcademicAffairs@marianuniversity.edu
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VII. Definitions 
 
 

Term 
(alphabetical order) 

 
Definition 

Credit Hour (USDE) Credit Hour: Except as provided in 34 CFR 668.8(k) and (l), a credit hour is 
an amount of work represented in intended learning outcomes and verified 
by evidence of student achievement that is an institutionally established 
equivalency that reasonably approximates not less than – 

1. One hour of classroom or direct faculty instruction and a minimum 
of two hours of out of class student work each week for 
approximately fifteen weeks for one semester or trimester hour of 
credit, or ten to twelve weeks for one quarter hour of credit, or the 
equivalent amount of work over a different amount of time; or 

2. At least an equivalent amount of work as required in paragraph (1) 
of this definition for other academic activities as established by the 
institution including laboratory work, internships, practica, studio 
work, and other academic work leading to the award of credit 
hours.” 

Marian University 
Credit Hour 

On-Campus: One class credit is defined as: 15 instructional hours (50 minute 
hours) and 30 hours of work outside of class. Each additional credit will add 
15 instructional hours and 30 hours of work outside of class. 
Distance Learning or Hybrid: One class credit is defined as: an equivalent 
amount of instruction and student work leading to equivalent learning 
outcomes, as required for an on-campus class as defined above. 
Courses Less Than 15 weeks: Shall contain the same class hours, preparation 
time, content, and requirements as the same course or an equivalent course 
offered over a 15-week semester. 
Graduate Level: One credit hour is equivalent to an undergraduate credit in 
regard to the amount of work, but the type of work regularly involves more 
rigorous standards for discussion and application. 
Regardless of format, all courses are required to meet or exceed the required 
credit hour standards by a combination of instructional time and outside 
work. 
For example, a three-credit course requires a minimum of 45 instructional 
hours and 90 hours of work outside of class for a total of 135 hours. This 
standard for the total instructional and outside work time applies for all 
formats of instruction:  Face to face, hybrid (partially online) or totally 
online. 
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Instructional Time 
Activities 

Instructional time is distinguished by the presence of the instructor as a 
facilitator in activities of the course. Examples include, but are not limited 
to: 

• On-site class meetings and instructor-facilitated (in-person) 
discussions and activities 

• Instructor-facilitated online chats 
• Instructor-facilitated discussion board interactions 
• Streaming videos recorded and posted by the instructor 

 • Instructor’s voice-over power points 
• Planned email discussions with the instructor (part of the pre- 

planned course activities, not simply responding to questions that 
may or may not arise) 

• Quizzes and tests with feedback directly from the instructor 
• Instructor-facilitated group work 
• Online streamed lecture video from an expert in the field, with a 

related discussion facilitated by the instructor 
• Other activities with active instructor involvement 

Outside Class 
Activities 

Undergraduate: Examples include, but are not limited to, assigned readings; 
participation in discussions; listening to or viewing required instructional 
presentations; finding, gathering, and reviewing resources; preparing and 
sharing papers, projects, presentations; collaboration with classmates around 
a given task; creating and implementing research projects; preparing for 
quizzes and examinations; and internships. 
Graduate: In addition to educational activities outlined for undergraduate 
work (see above), graduate work also includes, but is not limited to, 
retrieving, reading, discussing, analyzing, synthesizing, and evaluating 
empirical research and reports of research; applying research to practice; and 
conducting and reporting one’s own research. 
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VIII. Responsibilities (required) 
School or Department specific only 

 

Responsible Party List of Responsibilities 
Faculty 1. Complete an update to the course syllabus prior to each semester the 

course is taught. 
2. Include one of the following statements in the course syllabus based on 

the credit hour allocation of the course: 
• According to commonly-accepted collegiate academic practices, 

success in this 1 credit course requires work equivalent to a 
minimum of 45 hours of work (approximately 15 in class and 30 
outside of class). Divide 45 by the number of weeks your course is 
in session to find out how many hours per week you will have to 
devote to this course. Coursework includes . . . (List the types of 
activities, readings, assignments, and assessments your students 
will complete as part of this course.) 

• According to commonly-accepted collegiate academic practices, 
success in this 2 credit course requires work equivalent to a 
minimum of 90 hours of work (approximately 30 in class and 60 
outside of class). Divide 90 by the number of weeks your course is 
in session to find out how many hours per week you will have to 
devote to this course. Coursework includes . . . (List the types of 
activities, readings, assignments, and assessments your students 
will complete as part of this course.) 

• According to commonly-accepted collegiate academic practices, 
success in this 3 credit course requires work equivalent to a 
minimum of 135 hours of work (approximately 45 in class and 90 
outside of class). Divide 135 by the number of weeks your course is 
in session to find out how many hours per week you will have to 
devote to this course. Coursework includes . . . (List the types of 
activities, readings, assignments, and assessments your students 
will complete as part of this course.) 

• According to commonly-accepted collegiate academic practices, 
success in this 4 credit course requires work equivalent to a 
minimum of 180 hours of work (approximately 60 in class and 120 
outside of class). Divide 180 by the number of weeks your course is 
in session to find out how many hours per week you will have to 
devote to this course. Coursework includes . . . (List the types of 
activities, readings, assignments, and assessments your students 
will complete as part of this course.) 

3. Identify instructional activities and outside class activities that will be 
included in the course. 

4. Complete the Student Engagement Worksheet for each course being 
taught.  If the course is taught in two different formats (online and face- 
to-face) a worksheet must be completed for each format. 

5. Submit the updated syllabus, in electronic format, to the appropriate 
school academic support staff member. 

Academic Dean (or 
designee) 

1.   Upon receipt of course syllabi from faculty, upload the syllabi into the 
school share folder.  Complete task prior to the beginning of each 
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 academic semester. 

2. Submit all electronic copies of course syllabi being taught to the Office 
of Academic Affairs. 

3. Validate that course syllabi have been uploaded to the school share 
folder and submitted to the Office of Academic Affairs. 

Administrative 
Assistant to the Vice 
President for 
Academic Affairs 

1. One month before the beginning of each semester, send a reminder 
email to all academic deans’ secretaries to submit syllabi for all courses 
being taught in the upcoming semester. 

2. Upon receipt of syllabi create a CD of syllabi and label with the 
semester and year. 

3. Send a copy of the CD to the Library Archivist. 
Library Archivist 1.   Upon receipt of CD of course syllabi, catalog and store. 
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IX. Procedures 

 
 
 

Archivist 
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X. Appendix 
The following table illustrates how the instructional time and outside work time requirements should be met per week for a 
3-credit course in the University’s most common formats and session lengths: 

 
Course Format Instructional Time Requirements Outside Work Time 

Requirements 
(amount of time students will spend 

on outside activities per week) 

Total Time per week times 
number of weeks In Class (face-to-face) 

time per week 
Online instructional 

activity time per week 

15-week on-site course 
face to face course 

 
3 instructional hours 

 
0 hours 

 
or 6 hours 

 
9 * 15 = 135 hours 

6-week hybrid course 
(partially online) 

 
3.5 instructional hours 

 
4 instructional hours 

 
15 hours 

 
(3.5+4+15)*6 = 135 hours 

6-week fully online 
course 

 
0 hours 

 
7.5 instructional hours 

 
15 hours 

 
(7.5 +15)*6 = 135 hours 

11-week fully online 
course 

 
0 hours 

 
4 instructional hours 

 
8.3 hours 

 
(4+8.3)*11 = 135.3 hours 

3-week Summer or 
Winterim face to face 
Course 

 
15 instructional hours 

 
0 hours 

 
30 hours 

 
(15 +30)*3 = 135 hours 

3-week Summer or 
Winterim Online 
Course 

 
0 hours 

 
15 instructional hours 

 
30 hours 

 
(15 +30)*3 = 135 hours 
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The following table illustrates how the instructional time and outside work time requirements should be met per week for various types 
on experiences noted in section 2 of the federal definition of a credit hour. 
 

Type of Instruction Instructional 
Hours 
per week 
(50-minute 
hour) 
A 

Weekly 
Out of Class 
Work 
(per hour) 

 
B 

 
 
 
 
 

A+B 

Total 
number of 
weeks 

 
 

C 

Total number of 
hours 

 
 
 

(A+B) x C 

Number of credit 
hours awarded 
45 = 1 
90 = 2 
135 = 3 
180 = 4 

Supervised Group Activity 
Lab, Group studio, Practicum 3 0 3 15 45 1 

 1 2 3 15 45 1 
 2 4 6 15 90 2 
 3 6 9 15 135 3 
 6 12 18 10 180 4 

Supervised Individual Activity 
Independent study, individual 
studio, dissertation 

.5 2.5 3 15 45 1 

 .5 5.5 6 15 90 2 
 .5 8.5 9 15 135 3 

Full-time Independent Study 
Student teaching, practicum, 
clinical placement* 

0 45 
(prep time 
and work 
time) 

45 1 45 1 

Experiential Learning 
Approved learning activities 0 45 

(prep time 
and work 
time) 

45 1 45 1 

* Credit for clinical experiences and/or practica is determined in accordance with recommendations of a program’s specific accrediting body or applicable state 
regulation 
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