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4.9. Teaching Online Courses
An online course is a course that offers students 100% online learning. In order to provide students with a flexible study program, face-to-face meetings or synchronous activities (activities that require all students to be online at a certain time) cannot be required. (Teachers can meet with students, but this is neither required nor necessary for student success in the course). Instead, students should have an online group learning experience, in which student-student interaction is key, using the Blackboard platform for CityU courses and the Bulletin Board for VŠM courses.

You should expect to spend at least as many hours working as you do with a classroom course. Instead of preparing and presenting face-to-face lessons, you will spend much of your time preparing course resources and activities and monitoring, facilitating, and evaluating student contributions to online activities. In fact, online class sizes are usually capped at 16 students to ensure better interaction among students and feedback from instructors.

Required Assignments in Online Courses

In addition to the standard course assignments, an online course also has these assignments:

· Weekly online group activities (15-30% of final course grade). These could include discussions, group projects, cases, peer feedback, homework, etc. Students should make three or more substantive posts per activity (determined by katedra), and they should not make all their posts on the same day.

· Student Introductory Assignment. In the first week, students will introduce themselves to you and fellow students in the SIA forum, which also serves to confirm their enrollment in the course.

Syllabi for Online Courses

Refer to the guidelines for preparing BSBA, Bc., or Mgr. syllabi to make your online syllabus. Because most of your students are employed full-time, it’s very important that your course schedule specify the due dates for online and written work as well as the dates of midterm and final exams.

Submit your syllabus to your katedra head by the due date and then make any changes requested. 
Exams in Online Courses

If your course has a midterm and/or final exam, students must take the exams according to CU/VŠM’s policies. Take-home final exams are not allowed, and final exams must be in Week 10 (Midterm exams and quizzes can be online, take-home, or proctored, as you choose).
Students must take their exams at your site with you, at the other site’s Proctor Center, or with an approved proctor outside of Slovakia. Students who are abroad must find their own proctors and submit a “Proposed Proctor Approval Request” form (found on the CU/VŠM web site) to the associate dean before the end of Week 3. After these proctors and test-taking locations are approved, you will be given the proctors’ contact information. 

Here is what you need to do regarding your exams:

· Arrange the date, time, and place of your exam at your site.
· Create a different exam for each time an exam is taken (this is to prevent cheating).

· Collect your students’ exam proctoring plans by Friday of Week 3. Students should inform you whether they will take the exam with you or at the Proctor Center or whether they have submitted a proctor request form for a proctor abroad.

· Follow the Proctor Center Procedures, posted each term at http://www.vsm.sk/en/faculty/faculty-services/proctor-center/. Send students’ names, date/time of exams, exams, and specific exam directions on time to the Proctor Center Proctor.

· Communicate with proctors abroad before the exam about the date/time, rules of proctoring, and specific exam instructions. Send the exam on time. Communicate with the proctors after the exam to ensure that it was properly administered according to the Rules for Proctoring Exams (found at http://www.vsm.sk/files/sh/Proctoring-Exams-Rules.pdf).

· Return graded exams to students if possible. If grading is not done electronically, give students an opportunity to pick up their exams or to submit a stamped, self-addressed envelope. Students have 2 terms in which to pick up their exams, and then you can destroy them (recycle the paper).

Grading Assignments in Online Courses
All CU/VŠM students have the right to receive their coursework with feedback. Since you most likely will not have face-to-face contact with students, it is best to evaluate papers electronically so that you can email them to students. Responsibilities related to grading include:

· Require all major written assignments to be uploaded at www.cutn.sk/upload. Check the uploader for student work, and do not grade work that has not been uploaded.

· Evaluate all student work in accordance with the grading criteria on the syllabus. 

· Give students a breakdown of each assignment grade based on those grading criteria.

· Write sufficient and useful feedback on every assignment.

· Save all online graded activities; do not delete anything from your online shell. This needs to be done so that there is documentation if a student files a grade grievance.
Online Teaching Best Practices
Here is a list of best practices that will make the online component of your course a success:

· Prepare your course shell before the term starts. For CityU courses, you will have access to your Blackboard shell 17 days before the first day of class. The shell will probably have pre-loaded discussion questions, course information, and documents. You will need to decide what you would like to use and hide the unnecessary items from students’ view. For VŠM courses, you must create your course shell and fill it yourself, at any time. In addition
· Post a Welcome Announcement with all important course information.

· Open the SIA (Student Introductory Assignment) and define what information you want students to provide in their introductions.

· Post your own bio.

· Make sure all links work. 

· Compare students who submit the SIA to students on the course roster.

· If a student contributes to your course and is not on the roster, immediately contact the Admissions Office. Also contact the office if a student on the roster does not submit an SIA.

· Set expectations for course communication.

· Inform students how and where they should contact you with questions.

· Let students know when or how soon you will respond to questions (i.e. within 2 days, every Monday, Wednesday, and Friday…).

· Communicate high expectations for discussions and other activities. Set clear limits on the number, type, and length of posts; provide examples of good posts, comments, or questions; remind students to cite sources in posts; and make grading criteria clear.

· Develop weekly online activities that focus on important course concepts. Activities should encourage students to think critically, analyze and solve problems, apply theory to practice, support their own opinions, and respond to others’ ideas. 

· Try several types of activities during the term: discussion questions, problem sets, cases, research assignments, online reports, peer reviews, small group projects, or others.

· Create several discussion questions, problem sets, and/or cases for each topic so each term is slightly different.

· Ask thinking questions: always use something like “what do you think?” so it’s clear that students’ opinions are important, not just a right answer: 

· “why?” questions with many possible answers

· controversial questions with clear sides

· real-life example questions

· read an article and respond questions (you have to provide an article)

· compare two things questions

· “how does it affect Slovakia?” questions

· a variety of questions about one topic (the discussion will focus on that topic, but students choose which question to answer so there are different ideas to discuss).

· Avoid fact and definition questions.

· Have students present their own work online to the class for feedback and discussion.

· Allow students to work in smaller groups on some assignments or discussions.

· Try student-led discussions.

· Provide students with opportunities to exchange personal information.

· If you have two or more unrelated questions for one week, open two threads. Students could post 2-3 times in each one.

· Keep your course shell organized, up-to-date, and consistent. Title threads appropriately, make announcements regularly and visibly, open/close activities on a standard schedule. 

· Remind students of the participation requirement (it’s in the syllabus, but a little reinforcement helps). Encourage students to participate and respond to each other, especially at the start.

· Be visible to your students. Post something in your shell every day, or at a minimum, 4 days per week and ask students to do the same.

· Make weekly announcements.

· Be active in course activities. Introduce, facilitate, and close the weekly activities. (see next point). 
· Make students aware of due dates and requirements. 

· Upload lecture notes, handouts, slides, and other useful documents.

· Provide links to articles and websites.

· Post grades.

· Experiment with video communication if appropriate for your course.

· Monitor and facilitate student activities. Use your posts to keep the activities alive and show students that you are “listening.”

· Respond to postings to move discussions forward or clarify ideas.

· Encourage student learning by asking open-ended questions and follow-up questions instead of just giving answers.

· Emphasize key concepts raised in students’ posts. 

· Ask students to relate course concepts to current events.

· Ask students to provide real-life examples and/or support for their ideas.

· Ask students to respond to each other’s ideas.

· Use students’ names in your posts.

· Craft postings thoughtfully. The written word is all that the student sees. Be careful with humor, politics, and religion in writing as they can be taken out of context.

· Be generous with your compliments. Everyone likes praise.

· Keep a positive, encouraging tone, even when giving constructive criticism. 

· Enforce scholastic honesty. Students should correctly quote or paraphrase any information/ideas from a source and supply a complete reference at the end. Warn first-time offenders, but then follow the policy.

· Do not let students just copy-paste information as their online contribution. Their own thoughts are important. If they use a source, they still must write their own ideas and explain in their own words what the source means or proves. Direct students to Research and APA Style Guide, pp. 23-25.

· Prevent long, unfocused posts. Ask students not to post entire articles. They can either a) quote the important parts, or b) post a link to the article and write a short summary of it.

· Post a closing to each activity in which you give feedback about students’ work, summarize the activity, and/or emphasize the key points for the week.

· If students are not participating, find out why.

· Respond promptly to students’ email and discussion board questions.

· Deal with individual student concerns and feedback by email, not publically in the course shell.

· Record student participation and give continuous, frequent feedback. Providing students with weekly grades and narrative feedback encourages participation.

· Evaluate student participation on quality, not just quantity.
· Provide feedback on online postings both in your posts and via email.
· CU/VŠM policy states that a student who does not contact the instructor (or participate in the course) for three consecutive weeks may be dropped from the course. If you choose to follow this policy, you will need to keep a record of student contributions and send a warning email(s) to the student before dropping him/her.
· Check each student’s progress. Ask for periodic updates from students about their coursework.

· Ask for periodic feedback from the students to improve your teaching. You can do this by email, on the discussion board, or at exams.
A rubric of these best practices, which is used for online teaching evaluations, can be found at http://www.vsm.sk/en/faculty/documentlibrary/online-teaching.html
