Policies and Procedures Checklist
Aministration

Request Appropriate Distance Learning Fees

· Request distance learning fees through your department chair well in advance of the date students register

· Distance learning fees can cover:

· Teaching assistants

· Online exam proctoring

· Virtual classroom tools

· Other tools

· The fees must support the course
Schedule the course with the Registrar 

If you are teaching a hybrid or a course that meets using a synchronous tool, be sure to specify the time the class will meet
· Be sure that the meeting place is listed as WEB if the class does not meet in a classroom

· Check on ISIS to make sure that this has gone into the system correctly 
Order the Course Textbook 

If there is any publicity about the course, be sure to include the textbook information.  Students who take the course from a distance may receive the book too late for the first assignments if they wait until the first day of class to order their book.

Request Your Course Shell
Request your course shell as early as possible.  If you are using e-Learning in Sakai:

· You will need your course section number.
· Go to https://lss.at.ufl.edu/ 
· click on Faculty Sakai Course Request from the menu on the left side of the page 
· Fill out the form
Training

Live classes on how to use the Sakai system are available through e-Learning Support Services.  Class registration is available at https://lss.at.ufl.edu/services/training/. You will find that it is VERY helpful for TAs to attend this training prior to the semester they will be assisting with a Sakai course.
The online TA Institute training is HIGHLY recommended.  TAs can find instructions on how to self-register for the at-your-own-pace workshop by going to:  http://teach.ufl.edu/howto.php 

Semester Preparation

Prepare all course materials prior to semester start

· Recorded lectures

· Other videos

· Readings

· Assignment instructions

· Rubrics

· Quiz/Test set up

· Discussion topics

· Instructions/tutorials for technology use

Important:  Ask TAs, colleagues and students to review all content for clarity, organization and usability prior to course start date.
Define Course Policies 

Outline all student requirements and responsibilities in the syllabus.  Provide clear information for communication with you and the TAs.  Use the suggested Online UF Syllabus Template as a starting point. 
Policies and Procedures Checklist:

· Faculty and TA contact information

· Procedure for communication (Suggested)

· General questions posted on a discussion board (indicate how often and when it will be checked)

· Personal/grade questions sent using the mail tool within the course management system

· List textbook requirements

· Attendance policy

· What is the procedure in the event of technical issues?

· Quiz/Exam policy

· What is the procedure in the event of technical issues?
· List technology that will be used in the course

· Indicate items that require purchase

· Where should students go for assistance?

· UF policy on accommodating students with disabilities (see syllabus template)

· UF policy on academic misconduct (see syllabus template)

· Netiquette requirements, use the Netiquette Guide as a starting point
· Where should students go for assistance with the course management system?

· Grading policies

· Grading scale

· Course schedule

Pre-Class e-Mail Message

It is a good idea to send enrolled stu​​dents an email before class begins and each day until Drop/Add is over to give them basic information. Sometimes, students are unaware that their class is online and/or don’t know how they will access it. It is also a good time to give them information about required textbooks so that they will be ready to begin working as soon as class begins.

​​​​Example of Welcome email message for E-Learning in Sakai:

Hello Everyone!

I am ________________ and will be your instructor for __________________.  This course is being taught completely online through the University of Florida E-Learning in Sakai system. You may find that this course is different than other online courses you may have had. I expect full participation from each member of the class. You will get as much out of the class as you put into it—I know that is something that you may hear frequently, but it is very true in this case.

The text for this course is:
The course will be available and ready for you to access at _______ (time) a.m. on Day, Month. At that time (or as soon after as possible) please follow the directions below to log into the course.

1. Go to http://lss.at.ufl.edu
2. Under “Sakai System Entry” click the Continue button

3. Use your gatorlink username and password to log into E-learning.

4. Click on _____________________(course name)  at the top or using the drop down menu.

5. Click on the Course Materials link in the upper left hand corner.

6. View the materials and complete the quizzes discussed in the “Start Here” section of the Course Materials page.

8. Do not delay logging into the course as you have assignments that will be due.

If you have trouble logging into the E-learning system, contact: learning-support@ufl.edu or call (352) 392-4357.

I look forward to an interesting and engaging semester with you!

Sincerely, Instructor Name

Sending an email to the class within Sakai

Note: In order to send an email within Sakai, the course must be published. Sending the email before class begins will require you to publish briefly to send and then republish. Follow instructions above for publishing, and simply uncheck the publish site box and click update to unpublish after the email has been sent. Instructors will have to publish and unpublish only twice—the days the welcome goes out before class.

Instructions for sending an email to the class:

1. Publish the course if that is not yet done

2. Click Mail on the toolbar to the left

3. Click compose new message

4. Choose “All participants” for the “To” box

5. Type a subject in the subject line

6. Type your message into the message box or paste it in. NOTE: If you paste directly into the box, make sure you are copying from a plain text document. If you are pasting from a Word document, make sure to use the Paste from Word tool to avoid strange characters in your message.

7. Click the “Send a Copy of the message to recipients” email address before sending so that students will get the message in their UFL email.
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Using a ListServ to send the e-mail


Another option is to create a UF ListServ to send the email.

· To do this log onto http://my.ufl.edu
· Click on the Main Menu
· Choose My Self Service
· Choose Manage Class Rolls
· Choose “create course list serve”

· Choose the appropriate semester

· Choose the correct course from the list
Course Start
Course Questions (FAQ) Discussion Board:

It is very important for instructors and/or TAs to check the Course Questions Discussion Board at least once a day. During the first week of class and during the summer semesters, it is best to check it twice a day. Students get very anxious when they don’t understand something and frustrated easily when they don’t get a response quickly. Keeping up with questions on the discussion board will reduce the number of email questions students send. 
If students email the instructor to ask a question about course content or material, the instructor should respond the email with something similar to, “That’s a really great question, please post it on the Course Questions Discussion Board.” This response will remind students and train them to use the board rather than email for general questions. In end, the instructor will have less work because all students can see the answer. It is very important to set the precedent for the behavior you want from the students.

Faculty and TAs should be aware that the “tone” of your discussion or e-mail response is very important.  It is easy to sound abrupt and unpleasant.  Take care to be friendly and helpful in your posts.

Getting Aquainted Discussion

It is not practical to put students into their discussion groups until after drop/add is complete.  But you can have a general “getting acquainted” discussion.  Ask students to post answers to some general questions about what they know about the course topic.

Once drop/add is complete, place the students in their discussion groups.
Syllabus Quiz

Emphasize the importance of the syllabus by giving students a short low-points quiz.

· The due date should be a couple of days after drop/add is over

· Allow students to re-take the quiz up to 3 times (this avoids issues with students who “accidentally” start the quiz without meaning to)
· This also familiarizes your students with the quiz tool
Surveys

Avoid being blindsided by poor end-of semester evaluations by checking in with your students to see how they feel about the course.

· Send out a survey during the 2nd week of the semester to make sure that they are finding their materials and getting the information they need

· Review the survey information and make updates the course material as needed

· Send out a survey just after midterm to make see if they fell they are keeping up with the work load

· Review the midterm survey information and make necessary changes
· Send out a survey at the end of the semester to see if students have suggestions for the next offering of the course

· In all surveys, don’t forget to ask the students what they like about the course in addition to what may need improvement
· Award a bonus point or two for survey participation

· Be sure to provide the link to the official UF faculty evaluation at the end of the semester:  http://evaluations.ufl.edu
After course is complete
Archive any external student work and put it into a folder in the course so that everything will be in one place if it is needed.
Download gradebook information and store in a secure location (Not on a thumb drive or laptop!)  Check with your administrator regarding appropriate grade security for your department.

Review the questions from the Course Questions or FAQ discussion board.  Determine which questions can be answered through the course materials and make the necessary changes.
Make any necessary changes to the syllabus after the course has been copied to the new semester course shell. Update the syllabus quiz questions to correspond with the updated syllabus.

Use this document to make notes for things that you need to remember to do each semester.

This is the Paste from Word tool
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