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1. Log into your online course as a student so that you can get the feel of what things look like from their "side."


2. If training materials or tutorials are available, make full use of them well in advance. Find out what help services are available and how to use them so you will be prepared if you need them.


3. Allow a period of breaking in and getting oriented at the beginning of the course, especially the first time that you teach it online or the first time your students take an online course.


4. Find a colleague who is teaching online, also, so that you have someone you can share ideas with and consult for advice, as needed.


5. Think about what you value in your face-to-face teaching and look for creative ways to incorporate your own "personal touch" in your online course. Explain your teaching philosophy, how to participate in the course and the kinds of assignments you will give.


6. Model lifelong learning for your students. Share your own insights about and your reactions to new uses of technology. Let your students know when you are learning along with them.


7. Educate yourself as to your institution's policies on use of online resources (is "chat," for example, permitted or not). 


8. Educate yourself as to your institution's policies on student confidentiality and privacy (there may be certain kinds of information, for example, that can not be shared without written permission from students; email addresses and photographs may fall into this category).


9. Recognize that some students may be apprehensive about the technology and need encouragement, especially if there is no face-to-face aspect to the course. For example, you can acknowledge receipt of assignments right away with a simple "Thank you" and "I'll get back to you by X amount of time." 


10. Set clear guidelines for the kinds of files you will accept as email attachments or in the digital drop box. Check incoming attachments and drop box files as soon as possible for "readability," especially in the beginning of the course, so that you can let a student know right away if s/he needs to send it again or in another format.

Setting the Tone and Leading by Example

11. Use technical terms sparingly and provide definitions; do not assume that everyone knows a term or is using it in the same way that you would. Keep the focus on the activities and content.


12. Good conversations can happen around technology. Encourage your students to help you, and each other, with technology challenges.


13. If you are using an online grading system, make sure that students know how to access their individual files.


14. Ask students for feedback on a regular basis. Be open to their suggestions and  make reasonable adjustments accordingly.


15. Be accessible. Encourage regular student-faculty contact. Encourage learners to send private e-mail messages or to phone the instructor as needed.


16. Send regular personal notes throughout the online course to simulate the informal chat that often occurs at the beginning of a traditional class. You can use a "template" as the core of a message and add in individuals' names and personal details.


17. Send regular "checking in with you" notes to individuals at regular intervals throughout the course (again, use a template and add in names.) This helps identify and solve little problems before they turn into big ones.


18. Send regular reminder notes or post announcements on class business (quizzes, assignments due, etc.).


19. Assign individuals or small groups to play the role of "teacher" and of moderator for portions of the course.


20. Encourage students to think about computer-based resources conceptually and holistically instead of as a lock-step, linear sets of directions to follow. Show them how to transfer over knowledge from previous learning and computer-related work experiences. For example, knowing that other English language learning software has a "help" or "student manual" function, it is reasonable to expect that any new online learning coursesite will also have this feature. It might be called something else and there may be differences in quality and interface, but it is a concept that can be generalized  across all computer-based learning resources.


Creating Opportunities for Success

21. Refer students to a Frequently Asked Questions (FAQ's) section for common problems. Offer online and print references and for questions that come out of the online course.


22. Encourage cooperation among students. For example, you can set up a mentoring or "buddy" system that pairs experienced online learners with less experienced learners.


23. Build a cushion into deadlines. Online learners often juggle very full work and personal schedules on top of their academic studies. Understand that technical problems and Life's problems can cause occasional delays.


24. Be alert to delays that are developing into patterns, however. Check the "statistics" or  "report" option offered by the online learning system frequently. Send private messages to those who are falling behind, or who are reading but not writing. If they have not signed on for a week or more, contact them as individuals with a tactful inquiry. Try to help them with their problems or suggest ways in which they might contribute.


25. Build redundancy into topics, class announcements and skills area practice.


Email

26. Use the class roster or address book function of the system to quickly and accurately send messages to individuals, groups or the whole class. Send email reminders about deadlines, opportunities and events frequently.


27. Use email to give personal, frequent feedback on performance.


28. Set up keypals/e-pals for your learners. Give them engaging guidelines and topics as a foundation for meaningful and directed communication.


29. Encourage learners to join appropriate email lists to receive news on topics and take part in topics of interest to them.


30. You can use email to have students write collaborative stories or poems.


Discussion

31. Online discussion can substitute for the usual class participation portion of the grade. In classes where learner responses are required, keep track of those who respond and those who do not. 


32. Be a process facilitator who makes sure that participants understand and abide by good "netiquette" (Internet etiquette) by not insulting each other or getting way off the course topic. Have the students come up with a set of communication guidelines that  they value. Post them. If you notice any inappropriate language ("flaming"), immediately send a private email to the student who sent it. Encourage open and honest dialog. Model appropriate discussion and expect the same of your students.


33. Define the purpose or objective of each discussion. This will help members stay on a specific topic. Encourage reflective thinking and ongoing discussions by offering specific topics while avoiding questions that lead to right and wrong answers.


34. Form learning teams. The advantages of "cooperative" or "collaborative" learning are well documented. Assign a group leader to small group discussions, and rotate this leader. Share tasks in small groups, and make groups responsible for different parts of an assignment. Have members of the group reflect on each other’s work.


35. Contribute no more than one long comment a day, or less if the students are actively contributing. Several short notes are more likely to be read and appreciated more than a single long entry. Write "weaving" comments every week or two, or assign individuals or groups of students to take on the task of summarizing and focusing the discussion.


36. Prompt your students to go deeper than mere opinions or surface answers. Have students support their arguments with facts and supportive data when available.


37. Be flexible and patient. Guide the conversation but don't dominate it. If a discussion is slow getting off the ground, privately ask 1 or 2 students to help "moderate" or "host" the topic to get it going. Also take care that one or two "dominant voices" do not  take up a disproportionate amount of space. 


38. Create a Student Cafe or Lounge thread where students can freely discuss issues. Also, create an Instructor thread for questions to the instructor. 



39. Invite experts to participate in discussions. Announce to students when the expert will be arriving online. Have students prepare questions or materials in advance, as needed.


40. Close and purge or archive "finished" conferences in stages, giving members an opportunity to save any messages they wish to keep.


Chat

41. Use live chat for online office hours. Post specific times in advance and send out reminders. 


42. Limit chat groups to 4-5 members each. Assign groups to "rooms" and circulate through them, as needed. 


43. Allow time at the beginning and end of a chat session for informal, warm-up conversation.


44. Speak privately to learners during an active chat session to give sensitive feedback or make inquiries of a personal nature.


45. Use chat or discussion to feature an online expert. 


46. Find another class that is covering the same topic, viewing the same video, or using the same materials that you are. Meet them online for a debate or to compare analyses or opinions.


47. Chat can be useful before a final exam or a midterm for students to collectively express and solve problems. Tutors and Teacher's Assistants can help monitor these kinds of discussions, too.


48. Make the activity interesting. If it is a discussion topic, make it one that students have a reason to get engaged in. Appeal to their life experiences, interests and ambitions. 


49. Let the students create some of the topics sometimes. Provide an overall academic framework to guide them where you want them to go.


50. Invite in "mystery" guests for learners to interact with. These can be "real" people or people who take on other identities. For example, students themselves or visitors can role play the character parts from a story or video that the class is using.


Assessment
51. Learners appreciate and seem to learn much from the responses of other learners. 


52. Check in with students via email and see how they are feeling about the course. This will tell you if something is off-track and allow you to address it before it becomes a big problem.

53. Take advantage of your course "statistics" or "tracking" tools to see what parts of the course students are using and when.

54. Take advantage of your course gradebook. It can automatically input and calculate scores on student work, automatically compute surveys and class evaluation statistics; in short, it can really save you time.

55. Online learners need frequent feedback and can not seem to get enough. Feedback (or the lack thereof) is a commonly mentioned concern of online learners.
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