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	Strategies for Teaching Online 


The traditional learning model usually goes something like this: present, test, and evaluate to determine if learning occurred. The Internet and the Web in particular has forced instructors to re-evaluate how they teach. No longer is the student a passive recipient of instruction (they decide what and when to click [learn]). This document is a summary of the steps that you can implement to improve your online course.

1. General Observations and Methodologies

· In the online environment, student contact is limited to keyboard dialog. Traditional monitoring of body movement and eye contact disappear. Create assignments that guarantee a continuous dialog with the learner [student].

· Students need the freedom to think and act without restriction. If students are not permitted to express themselves freely they will not participate in the online components of the course.

· Prepare a one-page help sheet to distribute to your students. Include things like the course URL, your email address, where to get an email account, operating hours of the computing labs, location of campus labs, support numbers, etc. Don't assume anything.

· Not all students are comfortable with technology. Therefore, it becomes necessary to create assignments early in the course that will help facilitate a students comfort level. For example: have learners edit their homepage, scan a photo and insert it into their homepage, send an email, post to a discussion forum, participate in a chat, etc. Anything that gets them actively involved in using the technology.

· Students need to learn how to navigate your course. Design the first assignments to facilitate this.

2. Announce, Announce, Announce

· When student's log into their online course they can't help but see the announcements you post. Announcements always appear, take advantage of this fact by announcing anything important.

· Inform students when content is added or changed. If you correct mistakes or add new content, don't assume that students will know this. Tell them what changed and where the changed content is located.

· Timelines and due dates for projects should be clearly posted and enforced.

· Duplicate anything you announce in the classroom in the online course. If it's important enough to announce in class, chances are it's important enough to announce in the online version as well.
3. Staff Information

· Provide information about yourself. Break down the technological barrier and personalize the course as much as possible. 

· Provide a photograph and information about yourself as a formal way to meet your students. Students need to know that a real person is responsible for the content, not a computer.

· Include additional information that may be relevant, e.g. office staff, assistants, their telephone numbers and/or email addresses.

· Provide specific email addresses and phone numbers for the bookstore, admissions, academic services, housing, parking, transportation, etc. Help your students to think of both you and your course as a valuable resource.

4. Developing Course Content Requires Planning

· Whenever you teach any kind of a traditional course, it requires lesson planning, the creation and organizing of materials, the sequencing of lessons, exam creation, etc. This does not change just because you intend to use the material on the Web.

· Creating a great online course(s) begins with planning. How many weeks do you have in the semester, term, or year? How many lessons or topics do you intend to cover? That's your starting point, and it's also the names of the folders beneath the "Course Documents" preset tab. For example, if the first two lectures or units of instruction are "Introduction to Aztec Culture" and "The Influence of the Aztecs on the Peoples of the Southwestern United States," then that's the names you use for the first two folders.

· Each folder [taken directly from the course outline] should be a self-contained module or unit of instruction. It should be able to stand independent of everything else. The lecture or module of instruction should include the following documents:

· An Introduction to the topic with an explanation of what the learner should know and be able to do as a result of experiencing that particular unit of instruction.

· Learning Objectives that describe the behavior the learner will be expected to demonstrate under what conditions and the context in which you expect the student to demonstrate mastery of the outcome. These should be stated clearly and be both observable and measurable.

· Your Lecture Notes as well as any Handouts or Exercises you intend to distribute in class. Why waste paper?

· A list of the Related Readings and any Related Links that the learner will be required to explore.

· Include Practice Tests within the module. It makes sense to include examinations that test subject mastery where the material is presented. It doesn't help the student if they have to constantly jump around to locate exams or quizzes. They will get frustrated and spend more time learning how to navigate the system than learning the material.

· The entire process should be nothing more than an exercise in transposing the outline [lesson plan] of your course into CourseInfo folders and documents.

· If you put the entire course up on day one and provide them access to it at that time understand that students may print it out and won't login thereafter. You may want to consider making the material available on a week-by-week basis by using the availability feature to control access to material.

5. External Material and/or Links

· Web based courses provide an opportunity to include references to materials that exist elsewhere on the Internet.  Students are exploring the Internet with or without your permission. Use the External Links area of your course to direct students to sites that fit into your overall plan for the semester.

· The External Links section of a course is a great place to include links of general interest to the learner, e.g. search engines, the campus bookstore, the library(s), the office of disability services, the center for academic integrity, etc. (Course and/or curriculum related links)

· Module or unit related links should be placed [included] within folders that are labeled with that particular unit or module of instruction (see previous section, "Developing Course Content Requires Planning"). If a lecture is about the causes of the Civil War then it is reasonable to assume that the links for that module would direct students to sites that expand upon the lecture topic.

· Use the links section of a module to introduce material that you don't have time to cover in lecture but feel students need to be exposed too. Turn this into an exercise that includes discussing the topic(s) within a "Discussion Forum" created specifically for that modules link(s).

· Don't just place links into units of instruction and not include these in later examinations or discussions. Be advised that if you don't give students a "real" reason to explore, i.e. an examination, a quiz, or a discussion participation grade, then they won't explore.

6. Online Discussion Forums

· Research indicates that interactive learning environments have powerful and positive effects on student achievement, self-esteem and the development of higher level thinking skills. CourseInfo "Discussion Groups" provide you with an integrated communication tool to engage your learners in focused learning in an interactive environment.

· Create a discussion forum that allows students to openly discus topics of interest to them. For example encourage them to discuss things like popular music, bands, and movies online. Allow them the freedom to participate and encourage them to do so. This has two side effects: one, it necessitates that they use the computer to participate and two, it encourages them to meet one another online.

· Since students will be using a variety of computers, software, Internet Service Provides (ISP's), and browsers, create a discussion forum that students can use to elicit help from one another. Monitor this discussion forum yourself and if possible enlist the services of an "expert" to provide technical support to your students. Extra credit might be given to a technologically savvy student who would be willing to assist other students.
7. Virtual Office Hours

· Real-time chats are an excellent way to extend the classroom and make yourself more accessible to your students.

· If you choose to hold "Virtual Office Hours" be sure to be online and available at the announced time. Not showing up for "Virtual Office Hours" is no different than not showing up for established office hours and/or class.

· Instructors have found that Sundays work best when an examination is scheduled for the upcoming week. Late afternoon, early evening between the hours of 3:00 p.m. and 8:00 p.m.

· Not all students will participate in online chats. You will see a number of students "lurking" but not participating. Encouraging these students is not easy and will require some thought on your part. There are no established guidelines that you can apply. Our suggestion is that you learn who your students are and deal with them individually based on their particular tendencies.

· Also realize that students don't need you to be online to chat! If you want to restrict chats to times that you can monitor it, use the control panel to change the availability of the chat features.
8. Groups and Group Activities

· Small group learning permits each learner to maximize their own and each other's learning. Students need to be made to believe that they need one another to succeed.

· Your role, as a facilitator, is to ensure that the group's functioning as intended and that all members are contributing online.

· Establish specific guidelines for your students and provide helpful hints for online discussions. Your students need to know what constitutes a good contribution, what is or is not appropriate, and how to be considerate of others.

· Create assignments and/or an environment that permit students to take information and play with it. Permit them to "actively construct" knowledge using the information from the process. Incorporate scenarios and/or case studies into the discussions. Have the students resolve hypothetical problems with conflicting or incompatible information. Have them work through "What if" scenarios, encourage them to both think and contribute.

· Don't provide all the answers. Leave "gaps" in the material and encourage members of the group to seek out the answers both independent of one another and together. Have them present their finding to one another and encourage them to remain open to new ideas.

9. Copyright Issues

· Using copyrighted materials on a web page is held to a different standard than use in a classroom. Understand how the principle of "Fair Use" affects the educational use of copyrighted material. (see Learning Services "tip sheets" on copyright for more information)

· Protect yourself and your institution from legal liability by learning what is and is not an option for Internet delivery of course materials.

· Outline the procedures to be performed, in order to acquire the authority to use a picture, illustration, or other such copyrighted material for your presentation.

· Understand how the Buckley Amendment affects the administration of a course(s).
10. Evaluation (Formative and Summative)

· Evaluation is an extremely important component of the development and delivery of any online course. It's important that you do it and make changes as needed.

· Use CourseInfo to create a survey and tally the results. The survey should be administered anonymously. The survey can be created and made available when it's needed. The questions should answer:

· What students liked and didn't like

· What components of the course might be modified, removed

· Weaknesses in the course activities

· Sequencing issues

· Overall impressions with the online experience

· Once enrolled in online course(s) students are more likely to participate in things like discussions, surveys, and evaluations. Create a special discussion forum near the end of the semester and encourage students to engage in discussion on the experiences.

· Use the information gathered from the surveys and discussions to adjust the course for upcoming semesters. Don't be afraid to experiment!

Note: This document is designed to introduce educators to strategies for teaching online using CourseInfo. This is not a complete list of items, just a summary of some important issues. We emphasized that when using a computer to learn, learning itself becomes an active process of seeking out information and constructing that information into an internal representation of that information/knowledge. Try and balance the amount of guidance provided while permitting students the flexibility to explore and navigate your materials freely to construct their own meaningful knowledge.
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