Guidelines for Instructors


The purpose of this document is to provide a means for the course developers to communicate their pedagogical, technological, and organizational intentions to others who will teach this course as it has been designed.

BEFORE THE COURSE BEGINS
A considerable amount of time is required to teach any course and often occurs before the course begins.  In addition to this document, the course Syllabus and the module pages contain specific, unduplicated information that is very important in initial preparation to teach this course. Please review all individually and collectively prior to preparing your course for delivery.

Once in the course, become familiar with the content organization and resources that are contained and linked within.  Complete appropriate edits and additions as needed or preferred.

Following are some of the steps in preparation for the first day of class.

Professor Information
Remember to add or update your contact information and instructor profile in the Blackboard Tools & Resources folder (Contacts item).

Individual Communication
Blackboard 9 provides private communication with students via the Blackboard Messages tool.  It is suggested that all course correspondence be kept within the course.

Course formatting

The Syllabus and course content pages are formatted as web pages (.html) for ADA/ Section 508 accessibility purposes. Please do NOT change the format of any of the pages. They may be edited using the Blackboard html editor. If you need help making edits, please contact the Center for E-learning at Open Campus.

Syllabus
An editable Word version of the current course syllabus can be found in the Instructor Materials section of the Content Collection. Some items in the syllabus will need to be modified to reflect the following:
· your contact information (Syllabus) 
· reference number (Syllabus)
· withdrawal deadline (Syllabus)
· late work policy (Syllabus)
· week and due dates (Syllabus & Calendar of Activities)

To add your revised syllabus:
1. After you have edited the Word document, save it as a PDF. 
2. Go to the Syllabus section of the course. Make sure you have editing turned on. 
3. You are encouraged to add your photo and to personalize the Welcome message at the top. 
4. To add the syllabus file, go to "Build Content" and select "File." Browse your computer to find the PDF version of the syllabus and press "Submit". Now students will be able to download the PDF version of the syllabus! 

If there is already a syllabus file link on the Syllabus page, you can click the arrows next to the link to edit it. Click on "Select a Different File" to browse your computer for the current syllabus PDF. Press "Submit" at the bottom of the page to update the link.

Session Length
[bookmark: h.gjdgxs]The course presents the course materials in a modular format. It is intended that students navigate the course through the Course Content area. 

This course is broken into “chunks” of content, labeled “Modules”. The Modules are assigned using the Course Calendar in BOTH the Syllabus (College policy) and the Course Calendar button in the course navigation buttons (for ease of student access after the start of the term). You need to modify the placeholders for dates with actual dates for each module.  Depending on the length of term, the ranges for the dates of the modules will vary.  If the course is offered in a time-shortened term, the offering does NOT result in a reduction in the information covered. The grading method should also remain unchanged in accelerated course offering.

External Links
Check any links to external websites to ensure they are still operational. If there are broken links, please contact the Center for E-Learning at Open Campus.

Welcome Announcement
Create a personal welcome announcement to greet your students at the start of the course.

Course Availability
The Blackboard default setting for course availability is “not available.”  Please remember to change this setting no later than 8:00AM Eastern Time the first day of class.

Instructor Materials
This document and a copy of the Syllabus.

DURING THE COURSE

Instructor Presence and Support
The course depends on a high degree of interactivity between students and between students and instructors. Praise and encouragement are typically needed not only to encourage interactivity at the beginning of the course, but also on the discussion forums scheduled throughout the course. 

This course includes discussion forums where student have the opportunity to respond to prompts and to interact with their classmates.  Please remember to respond to student posts and communications within 24 hours. It is important that students know of your presence and support.

Students must also learn the discipline required to work online and to complete the assignments as specified in the syllabus as well as to “show up” regularly for discussion forums. Since interaction among all students is critical, the entire class suffers when students don’t participate. An important first step in encouraging cooperation with the reluctant student is to provide positive reinforcement. However, it may also be necessary to speak to her/him privately in person, through email, or sometimes by phone when a problem is not easily resolved.

ASSESSMENTS
See Syllabus for details.

STUDENT EVALUATION
At the end of this course, students are expected to complete a course evaluation prior to receiving their final grade. The student evaluation includes questions related to content organization, ease of navigation, technological support, flexibility of communication approaches, degree of instructor and peer interaction, and clarity of classroom expectations. Student feedback is highly valued and used to support continuous quality improvement efforts. Student confidentiality and anonymity are guaranteed. 

Notice of student evaluation availability will be sent to instructors prior to the end of the term. Instructors are asked to post an announcement about student evaluations and access procedures.

AT THE END OF THE COURSE
When the course is completed and students have received their grades, depending on the course management system, you should make the course “unavailable.”

FREQUENTLY ASKED QUESTIONS

1. What is the expected response time to course-related e-mail messages?
Faculty members are expected to respond to student e-mails within 24-48 hours. 

2. What’s in the course, and can I change anything, or must I teach the course exactly the way it is?
Faculty that is certified in content and online pedagogy has designed this course. 
You may also add announcements and supplementary materials. 

We encourage you to personalize and to add your personal creativity to the teaching of this course. However, we recommend you follow the developer’s guidelines regarding course content, overall pedagogy, and assessments.

3. What should I do if the Blackboard course management system is not working when I have online tests or assignments due?
Try to schedule online tests or assignments on weekdays rather than weekends to minimize the impact of technical problems. Routine maintenance and unplanned downtime for the course management systems tend to occur on weekends.

4. When students drop from this course, how do I remove them from the roster?
The ability to add or drop students from an online course roster is not available to instructors. In the new Blackboard 9, students who have dropped will show up in the Grade Center with a mark in front of their names. Students will not be able to access a course after it is officially dropped thorough the Registrar’s office. 

5. What learning management system is this course presented in?
This course is taught in Blackboard.

6. Should I prepare the course shell in any way?
Yes. Once inside the course shell, become familiar with the organization of content and resources contained and linked within. You will also need to, at a minimum, personalize your Syllabus and add information and dates applicable to your course section.

7. Can students see my course in Blackboard?
When this course was encoded at Florida State College at Jacksonville, Blackboard course shells were created. However, students will not see the course in Blackboard until you make it available. 

8. What do I do if I encounter problems—or if students encounter technical problems?
If you encounter problems with the course content or technical functioning of the course shell, or if students encounter technical problems, the answer is the same—contact the Online Support Center toll free at 1-866-886-4952.

9. What do I do when the course is over?
[bookmark: _GoBack]When the course is completed and students have received their grades, make the course unavailable. To do this, go to the Control Panel in Blackboard.  In the Customization area, click Properties and then under Set Availability, select No beside Make Course Available.
