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	Online Course Practical Tips


General Suggestions
· Consider starting small if this is new to students and leave a little slack in the schedule for the unexpected.
· Don’t expect to add work to your present course as you probably have a full course already. 
Bb course site 
· Disable Blackboard course menu links you are not going to use (Course Options/Course Settings/Area Availability)
· Organize course in a consistent way – think about how the students are going to use the site.
· Create a Read Me First – what’s in the course, where it is, and where to start.
· Technical requirements (hardware, ISP, browser versions, browser settings, no AOL browser, plugins or software required for file formats used in your course.
· Brief instructions for Bb functions you are going to use (discussions, tests, gradebook etc)
Course Administration 
· Clarify expectations
· Let students know when you will check the course. (day of week and by what time)
· Let students know when you expect them to check the course. (day of week and by what time)
· Let students know how you want them to communicate with you electronically:
i. Through discussion forums set up to be Q and A or “instructors office” venues,
ii. Through synchronous chat “office hours”  
iii. Through email (be careful of this one)
· Give students an idea of when you will respond to their questions and when they will get feedback on assignments and tests (they may expect immediate feedback in the Internet environment.).
· For online activities, add “how,” “where,” and “by when” to the “what” of each activity.
· Consider involving students in administrative tasks such as monitoring and/or summarizing discussion boards.
Course Content
· Consistent organization of content (Create a folder for each unit or each class and put everything, including assignments and tests within that folder.) Use folder description fields to let students know what is in a folder.
· Tell students what file formats you will use and provide URLs to download pages of any needed plugins.
· If any students are using a modem, use modest file sizes.
· For PowerPoints, provide Outline view or handouts (if slides contain graphics).
· Provide annotation for any external URL. Include expectations relative to the site (“will it be on the test?”).
· Copyright – be sure you have permission to use the materials you post (you can link to anything legally).
· Are your content pages ADA compliant? 
· Bb’s site with resources on how to be ADA compliant: http://www.blackboard.com/company/accessresources.htm 

· Bb site that describes the accessibility of its product: 

http://www.blackboard.com/company/accessimplement.htm 
Discussion
· Structure discussions to promote peer-to-peer discussion.
· Require substantive contributions (define substantive).
· Give reasonable credit for contributions.
· Require both original posts and replies (and set a deadline for each).
· Assign a moderator and/or summarizer for each discussion.
· Discussion takes time; what will you remove from your course in order to accommodate it?
Assignments/Assessments
· Electronically submitted assignments.  
· Tell students what file formats you will accept.
· Electronic transfer of assignments can be time-consuming.
· Word has nice commenting and track changes features for grading.
· Online Testing
· Use random blocks for objective testing
· Use for practice tests
· Online Surveys
· Use to get anonymous feedback on student comprehension
· Get feedback from students via mid-course evaluation.
· Use to poll students anonymously – project results in class.
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