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INTRODUCTION

This handbook has been developed by a group of faculty members, managers, and staff to inform and encourage faculty who wish to offer a completely or partially online course or just add online content to an existing classroom based course.  The online mode of instruction is not for every course nor every instructor or student, but it can be a worthwhile approach for many.

There are four parts to the handbook:

6. Getting Started – The definitions and processes you need to know to design classrooms, get Curriculum Committee approval and teach online.

7. Working With Blackboard – How Blackboard works at LMC with step by step instructions for the most common tasks you’ll undertake.

8. Online Pedagogy – Advice, information, and resources in the design and teaching of online courses.

9. LMC Infrastructure – Where to go to get help and answers.

This handbook continues to be updated as the technology develops and experience in its use grows. As such, it remains a work in progress.  If there are any additions, deletions, or changes you think should be made, please let us know!

I.
GETTING STARTED

1.
Online Courses Defined
Courses can be offered online at LMC in three formats:

Completely Online – The entire lecture component of the course is online. The student is not required to come to the college for any component of the course.

Partially Online – Part of the lecture component of the course is online.  The student will be required to come to the college for some component of the course.

Supplemented Online – The entire lecture component of the course is delivered traditionally in class (onsite). Additional activities such as assessments and out of class assignments could be conducted online. 

All courses can have materials such as the syllabus, assignments, and grades accessible online in addition to being available in class.

2.
Course Approval Process
New courses or new sections of existing courses that are to be either completely and partially online will require the submission of the Online Supplemental form and a copy of the course outline of record to the Curriculum Committee for approval.  The form is available either on the Curriculum Committee site (http://www.losmedanos.edu/intra-out/cur/) or on the Online Committee site (http://www.losmedanos.edu/intra-out/ocomm/default.asp).

The Online Advisory Group to the Curriculum Committee has been created to assist you in the design of your completely or partially online course and the drafting of the Online Supplemental form.  The chair of the Curriculum Committee or the Online Committee can assist you in contacting this group.  Once submitted through the Senior Dean, the Online Advisory Group will review the Online Supplement form and make a recommendation to the Curriculum Committee.  Here is the course approval process step by step: 

1.
Submit the Online Supplemental form and a copy of the course outline of record (COOR) to your Senior Dean.

2.
In the case of converting an existing course into an online mode of instruction in the following semester, or in the case of a new 900 online course, the Online Supplement form should be completed per the “Deadline for NEW 900 courses” at the start of any semester.  

3.
The online supplement form and the COOR/900 form should be submitted via paper AND electronically to the Senior Dean.

4.
The Senior Deans will forward the completed electronic version of the Online Supplement form along with the COOR/900 to the Chair of the Online Committee.

5.
The Online Rep in the Curriculum Committee will present the recommendation of the Online Advisory Group when the course outline is being reviewed and approved in the Curriculum Committee.

3.
User Names and Email
Faculty Username

The Blackboard server will follow the same convention as that used currently for faculty email addresses:  The first initial followed by the last name of the faculty member (for example: kkamath or csmith)
Faculty Password

You will be given an initial password when your account is established and are encouraged to change it as soon as possible to something you wish (see Changing your password and email address under Working with Blackboard below).  If you lose or forget your password, contact the LMC Blackboard System Administrator to have it changed.

Faculty Email

When you log into Blackboard for the first time, check your email address and make sure it is the one you want students to use to contact you (see Changing your password and email address under Working with Blackboard below).

Student Username

Blackboard student usernames will follow the same convention now being used by Web Advisor in order to make it as easy to use as possible.  This consists of their first initial, followed by their entire last name, and concludes with the last three digits of their Datatel ID number. While it is more personal than just using the seven-digit Datatel ID, be prepared for some long usernames.

Student Password

The student’s initial password will also follow the same convention currently being used by Web Advisor:  Their six-digit birth date in the following format MMDDYY (example: 070476 for July 4, 1976).  Students have the ability to change their password whenever they wish.  If a student loses or forget his/her password, have them email the Blackboard System Administrator to have it reset back to their birth date.

IMPORTANT: While Blackboard and Web Advisor use the same initial password, the two systems are not linked, changing a password in one does not change it in the other.

Student Email

Student email addresses in Datatel are now copied into Blackboard accounts when they are created, but students are still responsible for maintaining that information.  Email addresses in Datatel are not updated, resulting in their losing currency over time.  Those students with no email address in Datatel will have the generic “student@losmedanos.edu” placed in their Blackboard account when it is created.

The “student@losmedanos.edu” is a placeholder only, students must still add a valid email address in their Blackboard personal information.  To that end, instructors should encourage their students (to the point of nagging!) to add or update the email address in their Blackboard account to ensure your ability to contact them when needed.  Step by step instructions for logging in and adding your email address can be found by going to the Blackboard portal at http://online.losmedanos.edu and then clicking on the link for instructions on logging in.  While students must provide their own email address, this can include free web based email services such as Hotmail or Yahoo.

Adding or updating the email address can be part of a first task or assignment, which includes reviewing the course syllabus, posting an introduction to the discussion board and then emailing the instructor.  Many instructors or departments have adopted the rule that students must email their instructor within 48 hours of the start of an online class or be subject to being dropped (the online equivalent of attending the first class meeting).

II. WORKING WITH BLACKBOARD

1.
Getting your online account

As noted under Getting Started, your Blackboard account will consist of a username and a password.  The username will follow the convention used for email addresses (e.g. kkamath or csmith) and the password can be anything of your choosing (you can change the password at any time). 

If you don’t already have an account on the Blackboard server, email the system administrator (currently Clayton Smith – csmith@losmedanos.edu) with your request.  Be sure to include exactly how to spell the user name.

2.
Logging into Blackboard

From your web browser (Internet Explorer, Netscape, or Safari), you can get to the Blackboard portal (the entry point for both faculty and students to the Blackboard online classroom environment) by either:

1) Going to online.losmedanos.edu in your browser.

2) Or going to the Los Medanos College home page at http://www.losmedanos.edu and then click on the Online Class link under Quick Links.

Once at the LMC Blackboard Portal, you will:

1) Click on the Login button.

2) On the Login page, type in your USERNAME and PASSWORD as defined under Getting your online account.  Then click the Login Button.

3) You are now on the My LMC page.  This is your gateway to Blackboard classrooms and other features.  On the left side is the Tools box (note the last of these, Personal Information), in the middle are Announcements, and on the right is My Courses, which lists the links to the courses for which you are an instructor or in which you are enrolled as a student.  Click on the appropriate link to enter that classroom.

If a class is not listed, please email the System Administrator.  Be sure to include the course name, section number and the term/semester.

3.
Changing your password and email address

From the My LMC page in Blackboard:

1) Click on Personal Information in the Tools box on the left side.

2) Click on Edit Personal Information to change your email address.  Click on Change Password to change your password.

4.
Putting your course online

Course naming/designation conventions

A course is listed in two manners in Blackboard:  The course name and the course ID.  The course name is the way it will be generally referred to by students, faculty and staff:  

Travel 960 – Certified Travel Associate (SP 03, #1001). 
[image: image1..pict]The course ID is primarily for Blackboard and the System Administrator and looks like this:


This guarantees that each section of each course remains unique, which is necessary since Datatel uses the same section numbers from year to year.


Course creation: Experimental sections

Those who are new to online or partially online instruction are encouraged to request an experimental classroom within the Blackboard environment.  Try out different ideas and approaches, tinker with the features, etc. before going “live.” While the course name and ID will be the same as if it was for “real,” no other person will have access to this class unless you request it.   To setup an experimental section, email the System Administrator.

When you’re ready to go live with this course, the Blackboard classroom will be copied over into the actual classroom you’ll use for that class, leaving the experimental classroom available for further tinkering without disturbing your students.

Course creation:  Actual sections

After the Schedule of Classes for the coming semester is “official” (for all practical purposes, when it goes to press), the Blackboard System Administrator will begin to create all the Blackboard classrooms for the coming semester.  When new course sections are created for the coming semester, instructors have the option of copying all the material from an existing Blackboard classroom to a new classroom or having a new (blank) classroom.  To copy a classroom please email your request to the System Administrator. Be sure to be very clear about which section is to be copied to which section!  

Students will be added to the Blackboard classrooms roughly 24-48 hours before the start of instruction in order to be as accurate as possible and minimize the number of students the instructor needs to add.  Usually, this is the Friday and Saturday before a Monday start of instruction.

Course Availability

When the System Administrator creates the classroom it is set to “unavailable,” so only you, the instructor, can see it.  This allows you to add and work with the content of your classroom, then decide when to make it available to your students (remember from the previous item that student accounts won't be added until just before your class begins).

Therefore, it is the instructor's responsibility to make Blackboard sections available to students.  To make a section available:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under Course Options click on Settings.

3) Click on the second choice, Course Availability.
4) Click the Yes radio button next to Make Course Available: then click on Submit to complete the action.
Note:  It is also the instructor’s responsibility to make the classroom unavailable after the conclusion of the course.
5.
Working with students online

Class Roster

To see the students who are currently in your Blackboard classroom follow the instructions below. While this should closely match your official roster from Admissions and Records, differences with inevitably occur from time to time. For completely online courses, you should continue to check your Web Advisor roster to catch any late adds.

To see a Blackboard class roster:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on List/Modify Users.

3) Without typing anything in the text box, click on Search.  

4) A list of the class by student name, user name, and email address will appear.  You can print it if desired using your web browser’s normal print features.

Adding students

Instructors have the ability to add students to their Blackboard classrooms. While it may be necessary to immediately add a student to your online or partially online section in order to keep a student from falling behind in their course work, it is the instructor’s responsibility to confirm that the student has officially registered for your course.

To add a student to your course:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on Enroll User.

3) Type the student’s last name in the text box and then click Search. 

4) Find the student in the search results list and click on the check box to the left of the student’s name.  Click the Submit Button at the bottom of the page.

If you are unable to find a student and believe that it is a student new to the college, wait about 24 hours for that student to register and enroll.  If the student still doesn’t appear or it is not a new student to the college, email the Blackboard System Administrator (at present Clayton Smith – csmith@losmedanos.edu), making sure to include both the student’s name and ID # (if available).  You will be sent an email confirming that a new user account for that student has been created and is now available for you to use and to add that student to your course section.  Please note that no student can be added to the Blackboard server until he/she is registered with the college (their account can’t be created without a DataTel ID).  Students may wait a number of days before going to Admissions & Records, please advise them to register immediately.

Removing students

Instructors also have the ability to remove students from their Blackboard classrooms.  Only do this if you are absolutely sure that there is no chance the student may be reinstated.

IMPORTANT:  Removing a student from a classroom permanently deletes all grades, posts to the Discussion Board and other information for that student in that classroom.

To remove a student to your course:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on Remove Users from the Course.

3) Type the student’s last name in the text box and then click Search. 

4) Find the student in the search results list and click on the check box to left of the student’s name.  Type “Yes” in the text box above the Submit button.  This must be a capital ‘Y’, little ‘e’, little ‘s’. Click the Submit Button at the bottom of the page.  Click OK in the dialog box that appears.

Making the classroom unavailable for individual students

Instead of removing a student (and irrevocably losing all of their work), instructors can make a classroom unavailable for individual students. This is the recommended when you have dropped a student that has completed work in your classroom, but there remains a chance he/she may be reinstated.  This can also be used in those extreme cases when a problem with a student necessitates his/her removal for a period of time.

To make the classroom unavailable for an individual student:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on List/Modify Users.

3) Type the student’s last name in the text box and then click the Search button. 

4) Find the student in the search results list and click on the Properties button for that student.

5) Scroll down to the bottom of the Modify User Properties page to #4, Role and Availability.  Under “Available (this course only)” select No from the pop up menu.

6) Click on Submit.

To reverse the process (make the classroom available for that student), follow the same steps, except select Yes under “Available (this course only).”

6.
Working with Discussion Boards

First a bit of Blackboard terminology: Discussion Boards have Forums, major subject areas created by the instructor under which the instructor or students then create threads, specific topics related to that Forum.  Threads are an ongoing discussion of that topic organized chronologically, allowing the instructor and students to follow the thread of the conversation.

Creating a new Forum

Only the instructor can create, modify or remove forums.  To create a new forum:

1) From within your Blackboard classroom, click on the Communication button in the left column (some of you will have an additional button - Discussion Board - which you can click on and then jump to # 3)

2) Click on the Discussion Board link.

3) Click on the Add Forum button.

4) Type in a Title for the Forum.  This should succinctly, yet clearly, explain the forum's purpose (e.g. "Introduce Yourself" or "Assignment 4 Comments").  Then type in a Description.  Beyond explaining further the forum's purpose, you should provide exact instructions as appropriate (e.g. "Don't post until you have completed all parts of Assignment 4"). 

5) There are then a series of settings, for which you may at first wish to follow the old saying  "if it ain't broke, don't fix it!"  In other words, leave the settings as they are unless you are sure about the changes you wish to make.

Creating threads

Both instructors and students have the ability to create threads within an existing forum.  In changing a forum's settings an instructor can remove the students' ability to create threads or give certain students special privileges and abilities to mange a forum.  Again, be sure of what you want to do before changing any of the forum's settings.

To create a thread:

1) Select a Forum (click on the link that is the Title of the forum).

2) Click on the Add New Thread button.

3) Give your new thread a Subject (the shorter the subject line the easier it is to display and read).

4) Type in your Message.  Encourage your students to be as brief and to the point as is reasonably possible.  There is a 5,000 character limit on Discussion Board messages, but more than that a lot of long messages will discourage your students from reading the discussion board.

5) You can attach a document.  This is useful for assignments in which you call for peer review.  Students post a message "Here is my Assignment 3 first draft" with Assignment 3 attached that other students then download, read, and post their review in that same thread.

6) Click Submit.

Please note: Using attachments requires that everyone be able to read the documents attached.  Everyone might not have Microsoft Word, so you may want to set a rule that all attachments are in rich text format (RTF) or ASCII text format.

Managing threads

Instructors can remove or reply to any posting.  When viewing a message there will be Remove and Reply buttons on the right side of the window.  Removing a message cannot be undone.  These controls can also be given to individual students on a forum by forum basis.  Again, be careful if you consider doing this.

7.
Working with Groups
Creating a Group

While as the name suggests you can use this feature to create workgroups within your Blackboard class, another application is making a group of the whole.

To create a group:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on Manage Groups.

3) Click on Add Group.

4) Give the group a Group Name (I name my group of the whole "class").

5) Give a Description.

6) Enable all of the Group Options by clicking in the check boxes.

7) Click Submit.

8) Click OK.

You have returned to the Manage Groups page and should now see the group you just created and the properties you have given it (group email, etc.). Now you need to place users into the group. To add users to the group:

1) Click on the Modify button.

2) Click on Add Users to Group.

3) Click the Search button.  All of the Users (students) in the class will be listed.  Click on the Check Box for those you wish to add to this group.

4) Click the Submit Button at the bottom of the page.

8.
Working with Email
Emailing students from within Blackboard 

You can email individual students, groups of students (if you have created groups as described above) or the entire class, but only if the students have added their email address to their Personal Information.  See page 6 for more on student email addresses.

Remember the return address for any email you send to students will be the email address you placed in your Personal Information when your account was set up. You can change that email address by editing your Personal Information at any time.

To email a student, group or the entire class:

1) From within your Blackboard classroom, click on the Communication button in the left column.

2) Click on the Send E-mail link.

3) Select to whom you want to send your message (for example, All Users will send it to everyone in the class). 

4) Give your message a Subject.

5) Compose your Message.

6) Add Attachments if you so desire.

7) Click Submit.

If you prefer, you can still directly email a student using your everyday email application (Outlook, Eudora, etc.).

9.
Working with the Online Gradebook

Adding an item to the gradebook 

First, access the Blackboard gradebook by clicking on the Control Panel from within your classroom, then click on Online Gradebook under Assessment.

The gradebook is blank on most of the page to begin with, but it will look much like a spreadsheet (columns and rows) when you begin to add items.  To add an item to your gradebook: 

1) Click on the Add Item button near the top of the page.

2) On the Add/Modify Gradebook Item page type in a Name for the new item.

3) Select the Category (for example, homework or lab) from the drop down menu.

4) Give the item a Description.

5) Change the date of this item if needed (the default setting is today’s date)

6) Type in the Points Possible (this can be zero).

7) Select in what manner you wish to Display as (letter, percentage, etc.) from the drop down menu.

8) Make the item not visible if you wish (visible is the default).

9) Don’t include the item in gradebook calculations if desired (included is the default).

10) Click Submit.

You do not need to add to the gradebook assessments or assignments created and taken inside of the Blackboard environment.  Blackboard will automatically add any quiz or test you create in the Assessment Manager or any assignment you create with the Assignment feature to your gradebook..

Grading an individual student’s work 

Assessments or Assignments that can’t automatically be corrected and scored (e.g. written answers on tests) will appear as a exclamation point (!) for that entry in the gradebook. To review and score that assessment or assignment for that individual student:

1) From the Control Panel click on Gradebook.

2) Click on the exclamation point (!) for that entry in the gradebook.

3) Click on the View button.

4) Review and score the assessment or assignment as appropriate.

5) Click Submit.

Adding or changing an individual student’s grade 

To add or change one grade for an individual student in your gradebook: 

1) From the Control Panel click on Gradebook.

2) Click on the present score for that item in the individual student’s record.  If there is no score, click on the dash.  The numbers and especially the dashes can be quite small, you’ll need to have the mouse right on the character in order to successfully click to the next page.

3) Place the desired Grade in the text box.

4) Click Submit.

Adding or changing grades for one grade item

To add or change grades on one item (i.e. enter scores for an assignment you’ve just graded): 

1) From the Control Panel click on Gradebook.

2) Click on the name of that item (e.g. “Assignment 1”) at the top of the column devoted to it in the gradebook.

3) Click on Item Grade List.

4) Place the desired Grade in the text box next to each student.

5) Click Submit.

Changing the order of items in the gradebook.

Items are listed from legt to right in the gradebook in the order the were created.  To change that order: 

1) In the Gradebook click on Manage Items.

2) Hold the mouse down on the number of the item you wish to change.  A pop-up menu will appear.  While continuing to hold down on the mouse button scroll up or down the pop-up menu to select the order in which you wish that item to appear.

3) Continue this process for other gradebook items as desired.

4) Click on OK when you are done.

10.
Working with the Assessment Manager

Assessments can either be tests or surveys.  Tests are graded and automatically entered for each student in the Blackboard gradebook while the survey results are non-graded and anonymous.  You must first create the test or survey, then make it available to students. 

Creating a Test 

To create a test: 

1) Click on the Control Panel button from within your classroom.

2) Click on Test Manager under Assessment.

3) Click on the Add Test button at the top of the page.

4) Type in the test Name in the text box (required).

5) Type in a Description for the quiz/exam (optional).

6) Type in your Instructions for the test (optional, but highly recommended).

7) Click Submit.

This will take you to a new page where you are now ready to begin adding individual questions to the quiz or test.  Before doing so, please read about Assessment Pools and Separate test creation software below.

To create an individual question for a quiz or exam:

1) Select the question type from the Add Question pop-up menu.

2) Click on the Go button.

3) Type in the question in the Question Text box.

4) Type in the Point Value.

5) Select the Number of Answers in the pop-up menu (for multiple choice) or the True or False radio button for a true/false question.

6) Complete the answers as appropriate to the type of question you have selected (this varies from multiple choice to fill in the blank and so on).

7) Type in a response to a Correct Response and an Incorrect Response (optional).

8) Click Preview for either the correct or incorrect response (this is recommended when you’re still new at this).

9) Click on Submit.

10)  This will return you to Step 1.  Continue to add questions.  When done, click on OK button at the very bottom of the page.
Making a Test available 

In Blackboard 6 tests are made available or deployed to students in an entirely differently manner from that in Blackboard 5.  It is no longer done from within the Assessment Manager, but rather from within the content area where you want the link to the assessment to appear.  This is not as convoluted as it may seem at first blush and becomes clearer once you’ve gone through the process.

To set the availability of a test: 

1) Click on the Control Panel button from within your classroom.

2) Go to the content area where you will want the link to this assessment to appear (e.g. Assignments)

3) From the list of things to Add at the top, click on Test.

4) Select an existing test from the list in the text box (Note: you can also start the process of creating a new test from here by clicking the Create a new test button.

5) Click Submit.

6) You’ll get a message saying that the test has been successfully added, but nothing else.  You need to click on OK to get to the next step.

7) Click on Modify the test options.

8) Continue down the page to part 2.  Click on the Yes radio button next to Do you want to make the link visible? 

9) Allow multiple attempts and set a time limit if you like.

10) Set the Display After date and time to when you want students to be able to start to take this test.  Set the Display Until date and time to when you wish students to no longer be able to take the test.  These will be the beginning and ending of the test’s availability to students.

11) Select a Feedback mode.

12) Select a Presentation mode.

13) Decide whether you wish to Prohibit Backtracking and Randomize questions.

14) Click on Submit.

Assessment Pools and Separate test creation software

If you plan on creating a large number of quizzes or tests and/or large number of questions, you should consider creating Assessment Pools, groupings of questions from which you copy individual items into your quiz or test.  This allows you to more easily manage (recycle, edit, etc.) a large overall number of questions.

Another approach is to use a separate test creation application such as Respondus.  This is a stand-alone application that allows you to create tests with greater facility than doing it directly in Blackboard and also has the capability to import tests that you have in Word or other files into Blackboard’s Assessment Manager.

IMPORTANT:  Be very careful about clicking on the Remove button on the main Assessment manger page.  This will permanently remove that test and its questions (another reason to use the Assessment Pool Manager).

11.
Adding Multimedia Files

Blackboard has a number of ways for adding media files such as images, sounds and so on into your classroom content, depending on the approach you take.

Adding media files to a content item

The most straightforward way is to create a content item and attach one or more media files to it.  Students can either view or hear the file from the page that the content item appears on or download it to their own computer.  To add a media file to a Blackboard content area:

1) First make sure you know where the media file(s) you wish to add are located on your computer.

2) From the Control Panel of your Blackboard classroom, select the content area where the media should go (i.e. Course Documents, Assignments, etc.).

3) Click on Item icon from the row of things you can add.

4) Give the content item a name and place any information or instructions in the text box.

5) Click on the Choose File button. Use the standard open file dialog box to navigate to where the desired file is located on your computer, select it, then click on OK.  

6) If you want the link that the students will see to this file to be something other than the file name, type your alternative in the small text box next to Name of Link to File:.
7) If instead of having a link to download the file, you wish students to see/hear the file within that page, select Display media file within the page from the drop down menu that says Create a link to this file.

8) Click Submit.

Important:  If you want to have more than one file attached to a single content item, you must go through this process for each file.

Adding media files imbedded in HTML to a content item

Once you become more experienced, you may wish to include images, video, or sound directly into your content.  This is done by creating a web page using an HTML editor, such as FrontPage, Dreamweaver, or even Microsoft Word. Once you’ve created and saved that web page, copy the HTML source code for it and then follow the instructions above, noting that you’ll paste your HTML source code into the content item text box instead of just typing your information or instructions.  After clicking on Submit, Blackboard will take you to a page where it will ask you the location of the image files you had placed within the HTML on that page.  Click on the Choose File button and then use the standard open file dialog box to navigate to where the desired file is located on your computer, select it, then click on OK.  There will be a separate Choose File button for each image file you have on that web page. 

III. 
ONLINE PEDAGOGY

How does online pedagogy differ from “onsite” pedagogy? 

There are dozens of books and websites dedicated to the subject of how to teach and assess online classes.  There are numerous Certificates in Online Learning and M.S. programs such as those at UCLA or CSUH.  You may take a sequence of online courses such as those required of  prospective online teachers at Cerritos College.  You may take shorter courses, in the topic, also available online.

LMC offers flex workshops for online instruction to help you.  Two short online courses have also been developed to enable you to become better online educators. Instructors may opt to design a “partially online” course where students could attend class usual on campus, and then continue the discussion and internet research online.  Partially online courses offer instructors an excellent means of learning how to teach in an online classroom, while they provide students with valuable online research and discussion skills.  Like online courses, however, partially online classes require a slightly different approach than an “on site” course.

How different?  Why would an experienced classroom teacher really need to take some online coursework to prepare them to teach online?    

It will enable you to learn how interactive, challenging and enjoyable taking an online class can be.  You also learn what and how experienced online teachers teach - the pitfalls as well as the possibilities.    The truth is that online pedagogy is different than on site pedagogy – but not that different. 

Do you:

give your students projects to accomplish?  

problems to solve?  engage them in class discussions?  

require them to research, analyze and synthesize information to solve a problem?   

help them work in groups to respond to specific tasks and questions? 

ask them to share what they have learned with the class?   

Well, so do online teachers.  Essentially, a successful online course depends on three things:  

1. creating a lively interactive  learning community

2. engaging students in a vital ongoing discussion
3. helping students construct their own learning experience around that discussion.  

Your grading system is also based on this asynchronous ongoing discussion which is not the same thing as a synchronous chat.  A discussion consists of assigned “posts” to the “Discussion Board” which reflect your students’ ability to apply critical thinking, reading and writing skills to the problems (projects or questions) you have put to them.  Since an online discussion is asynchronous (posted anytime), it is also available to read (and assess) anytime.   At the end of the class you will find that the students have created a unique, complex, detailed invaluable class document of their own learning experience.

So how do you help them construct this “learning experience”?   

What kind of pedagogy works best in the online classroom?   

What kind of course design best accommodates this pedagogy?   

The key words of online pedagogy are “ease of use”, “accessibility,” “project based learning”,  “Socratic questions”,  “guide on the side /not sage on the stage”,  building a “learning community”, being aware of “learning styles”,  “interactivity” and “constructivism.”  Each has its own definition, which we will examine in context.

There are also dozens of examples of good online classes—classes in almost every discipline --which you may browse and use as models.  These are also listed below.  Again, you will see that “online” pedagogy is probably not much different than “on site” pedagogy, and employs many of the “best practice” strategies you now use in your onsite classroom.   

Let’s start with “ease of use” and “accessibility”.  Blackboard goes a long way to provide both.   Students can enroll in a course easily and navigate their way through its various elements logically.   Blackboard is considered to be one of the most “intuitive” of the online platforms currently available.  It gives course designers and student users accurate directions, and easy “clicks” to get them where they want to go and do what they need to do.  

The well-designed and easy-to-use classroom is also attractive and easy on the eye.  Students and teachers alike will be spending several hours a day staring at the classroom screen, so you want to relax and soothe your “eyeballs”, not irritate and frustrate them.    We recommend:

1. A white background, large bold high contrast color text, consistent navigational strategies, consistent placement of pedagogical elements (Syllabus under COURSE INFORMATION, for example – go ahead, visit this course!)
2. Consistent placement of elements on each assignment page, (lecture first, then assignment list, for example).

3. A minimum of images – images take too much time for the average student’s computer to load.  No goopy backgrounds, no blinking lights.  

4. If you use hypertext (links in the context of the lecture, such as this one)  --- make those links several words or a whole sentence long.  These strategies will go a long way toward accommodating the beginners as well as the visually and physically impaired student.   

Briefly use bold text, use long hyperlinks, white background and no blinking lights.    Use bells and whistles – streaming audio, virtual chatroom, streaming video, virtual office hour only after you’ve ascertained that your students can access them conveniently.  

Now regarding “guide on the side/not sage on the stage”.  If you are already teaching an “interactive” classroom – using open ended question and response strategies to create a discussion (as opposed to the traditional lecture and 10 minute question and answer period) – then you’re already using “constructivist” strategies.   You are already more of a “guide on the side” than a “sage on the stage.”  You and your students already create or “construct” each class around   assigned “questions”   or “problems” and the discussion of how to solve that problem or answer that question.  This constructivist approach assumes that the students do the assignment on time, in order to have the reward or the fun of “showing off” and sharing what they have learned on the Discussion Board.  

With a bit of nudging, online students generally do do the work on time, and post to their discussion threads on time. Deadlines need to be clear and firm, and Discussion Thread questions need to be genuine, useful, and open ended (Socratic).  Believe it or not, you may expect students to do more work in an online class than in an on site class...  If, for example, you teach a grammar class, you may construct your assignments around questions pertaining to the necessary grammar exercises but not the exercises per se.  Using a text which has the answers in the back of the book, you may post a DISCUSSION THREAD assignment like this:   “Please do all the exercises on page 22-56.  Check your answers in the back.  Which exercises were hardest for you?  Why?”  or “What have you learned about Dangling Modifiers?” and you will grade their one paragraph “posts” for detail and accuracy.  Any written assignments which students “post” to the “Board” will test their knowledge as well as their writing skills.  You may use graded or  ungraded quizzes to further test their skills.  Blackboard has a Quiz Generator, an Online Grade book and a Student Tools feature which allows students to check their grades.  The Quiz Generator gives them instant feedback as well. 

Do online students cheat or impersonate?  

Probably no more than onsite students.    (There is ample research on that topic as well).  And plagiarism is relatively easy to detect and prove in writing assignments – just type a suspicious bit of prose into a search engine “cold search” field, and up will pop the internet text from which it was “borrowed.”  If you are familiar with the student’s writing, and give essay exams, you make cheating nearly impossible.   If you wish, you may make arrangement to have your exams proctored at a local college or library.  You may require 2-3 “face to face” meetings of the class to give an orientation and exams.  Some teachers use optional face-to-face meetings simply to generate “interactivity” and camaraderie, essential factors in the success of online classes.  

But you limit your student clientele to those in your service area, when you require face-to-face meetings.  Moreover, you must prepare to subtract those “service area” student enrollments from onsite sections of the same class.  If possible, it is preferable to find ways to offer online classes without face-to-face meetings, so that you can enroll students from all over the state or world!  LS classes at LMC require an oral presentation therefore these classes currently can be partially online and not online. 

By far the most important element in teaching online classes is “interactivity” – communication between teacher and students, and between the students themselves.  It is also the most important and rewarding difference between online classes and onsite classes, as well as the most daunting.   Any online teacher will tell you that he/she receives and answers as many as 5 - 10 student e-mail messages a day.  When assignments are due, that number increases considerably.   You may find yourself sending one or two mass e-mailings to your students a day, in addition to personal ones.   You need to respond to their posts, both on and off the Discussion Board, and grade their posted assignments.  You must monitor the Discussion Board to make sure things are going well.  One teacher, for example, missed the clues to a problem, clues which students had obliquely expressed in an email and on the Discussion Board – which should have alerted her to the fact that the workshop partner arrangement (which had worked so well the previous semester) was NOT working this semester.  Two of her students dropped the class because they grew frustrated with their partners’ tardiness.  She quickly polled the class to see if they would like to scrap the workshop partner idea, and they did, so she made the necessary changes to the assignments, but by then the damage had been done.  This example also illustrates the constructivist approach in that instructors should solicit feedback frequently from students, and change assignments when appropriate and necessary.  Students and instructor are creating a unique “learning environment” which respects student needs and input, and encourages student participation in creating the class.

So all in all, there may be more work involved in teaching an online class, at least for the first semester.  But it can be more effective.   And the State has just approved online office hours in proportion to the number of online courses we teach.  We do need to set limits to our online office hours and email responses.   But an online class LIVES OR DIES by how quickly and thoroughly we respond to our cyber students.  We need to answer the student e-mail messages which have “Help!” in its Subject bar immediately, for example.    But daunting as it sounds, this interactivity is also the good news:  in online and partially online classes, instructors develop a much closer, much more personal and more effective relationship with their students, and may retain them in the class by virtue of this kind of  email instructor- student interaction.

Student to student “interaction” online has several unique virtues as well.  Shy students who would never speak their minds in an onsite class are often the most “vocal” on a Discussion Board.   And students who simply have no time to come to the campus and attend a class can log onto the Discussion Board at their convenience.  The Discussion Board is always there, always waiting – and always the soul and life of the online or partially online class.    Student work is also always on display - complete with the exact moment it was posted - for others to model or critique, and for you, the instructor to grade.   The Grade book is always available for students to check their grade points. Some teachers grade by the week, to acknowledge the central importance of class discussion.

Ideally, the technology should invisible.  Students should be able to click on the appropriate button to enroll, to get help, to find what they need, but occasionally, servers go down, AOL won’t work with Blackboard, Netscape Navigator on MacOS won’t load the Discussion Board etc.   Instructors get locked out of their own classes because they “changed their information” incorrectly.   There will be emergencies, but for the most part Bb.com has worked reliably and telephone tech support has been outstanding.  We now have the Blackboard software and a server on campus and a help desk for students.  

Our hope is to encourage more of our LMC colleagues to consider translating their passion for teaching and years of experience into first rate successful online courses.    

RECOMMENDED READING:

Building Learning Communities in Cyberspace : Effective Strategies for the Online Classroom
ONLINE COURSES IN ONLINE TEACHING

a. LMC ONLINE TEACHING: http://www.blackboard.com/courses/LMCONLINE/
b. http://www.blackboard.com/courses/2277/  - INTERNET BASED TEACHING – visit this class for its assignments and a sense of what an online course in online pedagogy and design is like

c. http://www.utexas.edu/world/lecture/    World Lecture Hall – a clearinghouse of online courses which you may visit

d. http://www.cvc.edu  -- California Virtual Campus – visit this site and browse through many of the online courses offered by California Community Colleges – THIS SITE ALSO OFFERS FREE BLACKBOARD TRAINING

OTHER USEFUL SITES:  Each of these links will take you to many other “useful” sites

Teacher Education Online (http://pdts.uh.edu/insite/elec_pub/HTML1998/sc_mcge.htm)
Tips on organizing content, developing learning experiences, delivering the course and assessment.

The Pedagogy of Web Site Design (http://www.aln.org/alnweb/magazine/issue2/knox.htm)
Dr. Skip Knox describes delivering an effective online course.

Development of Standards or Criteria for Effective Online Courses (http://ifets.ieee.org/periodical/vol_3_99/formal_discussion_0699.html)
This site discusses instructional design issues and criteria for meeting student needs.

NTEN's Online Teaching Strategies (http://btc.montana.edu/nten/online_teaching.shtml)
Find out more about acceptable practices, effective online teaching and taking the distance out of distance learning.

The "No Significant Difference Phenomenon" (http://cuda.teleeducation.nb.ca/nosignificantdifference/index.cfm)
An index of research that centers on the differences between face-to-face and distance learning outcomes.

A Teacher's Guide to Distance Learning (http://fcit.coedu.usf.edu/distance/)
Learn more about distance education mediums, applications, technologies and benefits.

Critical Thinking in an Online World (http://www.library.ucsb.edu/untangle/jones.html)
Debra Jones discusses the nature of critical thinking and how online course developers can design critical thinking tasks 

Distance Education at a Glance (http://www.uidaho.edu/evo/distglan.html)

The Distance Education Clearinghouse (http://www.uwex.edu/disted/)

Get Educated (http://www.geteducated.com/)

IV.
LMC INFRASTRUCTURE FOR ONLINE COURSES

1.
Training to get you started to teach online:

· Flex training at the beginning of the semester

· Download the Blackboard tutorial, available at the bottom of the step by step instructions page: http://www.losmedanos.edu/onlineclasses/instructions1.html.

· Attend Online instruction classes when offered at LMC

· Attend training offered by the California Virtual Campus: www.cvc.edu

· Attend training at other California Community Colleges

· Certificate and Masters Degree at California State University, Hayward

2.
Campus Consultant on Student Access

· James Kolthoff

Alternate Media Specialist

Room 202 at LMC

Phone 439-2181 x 3955

Email: jkolthoff@losmedanos.edu

3.
Faculty Support

Blackboard: Contact the System Administrator, Clayton Smith, at csmith@losmedanos.edu. 

LMC Network:  Contact the LMC IT department at lmctechsupport@losmedanos.edu.
Email: College email accounts (yourname@losmedanos.edu) are managed by the District’s IT department.  Call the same help desk used for Web Advisor problems (ext. 1234) to reach them.

4.
Faculty Office Hours for Completely Online Courses

Faculty members can offer office hours online for a course that is totally online. As per our present contract, the number of online office hours can be proportionate to the faculty load of online instruction. For example, if 20% of the faculty instructional load is online, then the faculty member can do one hour of office hours online and the remaining 4 hours of office hours on campus.

5.
Student Help Desk (for online course information)

Students surfing the LMC website and the website of online classes may request help and information.  Most of the questions will be from “prospects” about taking an online class, registering for an online class, information about the program or a class. There may also be questions from students in general, who are not contemplating an online course, but are requesting information.  The Student Help Desk will, as a result, provide information using various media – phone, mail literature, email, fax, and onsite help – as well as direct students to the appropriate people on campus. 

It will be extremely important to respond to email inquiries in “e-time” (i.e. within 24 hours on business days) as well as provide good customer-service, as this will/may be their first point of contact with the College.

The help desk for online student inquiries should be ready to respond to the following issues:

· Respond to initial inquiries at lmcquestions@losmedanos.edu.   These will be mainly student inquiries. The help desk will respond immediately with a personal message (not auto-responder) and may route the email to other departments on campus as needed.

· An important role of this student help desk will be to facilitate registering students for online classes (getting student ID, password, payment).  Every online student will need to log into Blackboard using their Username given by the college (jsmith123 – first initial, full last name and last three digits of student ID).  This is the same Username employed to log into Web Advisor.

· The Student Help Desk should be provided current information by every department (especially those offering completely online or partially online courses) before the schedules are posted online every semester.  This information should be sent via email as an attachment or in the email itself, so that the Student Help Desk can cut and paste individual program information into the response to student inquiries.  More detailed questions will be referred to the Department.

· In order to provide better customer service to students, it is recommended that faculty teaching online courses should advise the Student Help Desk of their availability. For example, the dates they are not available during the summer so that the Student Help Desk knows what time frame to give the online student if the department needs to respond to an email.
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