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	Online Course Information Tipsheet


Permanent Announcement
Create a permanent announcement that directs students to Course Information where there will be two folders: Read Me First and Syllabus.

Read Me First
In the description for this folder, type the four document headings below.

In the folder, create four short documents as follows:

· Description of Course Menu links.

· Instructions for what to do first (i.e. read syllabus, enter introductory bio in Discussions).

· Location and timing of course announcements.

· How to get help (technical, course content).

Syllabus

Many of these items are typical of a traditional syllabus. Additional items required for an online course or items that require some modification for an online course are italicized.

· Course Title, code, section, and term information.

· Instructor contact information as well as under what circumstances, when, and how (use course email address; be aware of different time zones).

· Technical support contact information and hours.

· Course description and any pre-requisites (could use catalog description).

· Course goals and objectives.

· Technical requirements (browser types and versions, hardware, software, acceptable file formats, links to needed plugins, Internet access issues – no AOL).

· Required texts or materials and how to get access to them. (Links to online bookstore, electronic reserves, etc)

· Description of all learning activity types, due dates, and grading criteria for each (include participation).

· Discussions/chat/email policies (netiquette).

· Course organization – how students proceed through online course materials.

· Instructor and student expectations and procedures (when instructors and students will be in the course (define attendance online); how assignments get submitted; how students get graded assignments and/or grades; filename convention for submitted materials; makeup policies).

· Links to student readiness for online learning sites.

· Any other policies and procedures (academic honesty; drop/add period; withdrawal policies, etc).

· Links to needed campus distance learning sites (i.e. library resources) – which library supports the consortium?
· Weekly (or lesson) schedule at a glance (table) with specific dates (and times?) (Course Calendar?)
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