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3-Day Professional Development Agenda	

Day 2 
 

8:00	a.m.	-	8:30	a.m.		 	 Breakfast	Roundtables	

8:30	a.m.	-	9:00	a.m.		 	 Mentor	Pairing	

9:00	a.m.	-	10:00	a.m.		Presentation	3-	Academic	Policies	for	

Online		 	 	 	 	 	

10:05	a.m.	-	10:30	a.m.		 Mock	Portal	Overview			 	 	

10:35	a.m.	–	11:15	p.m.		 Lunch	Break	

	

11:20	p.m.	–	11:40	p.m.		 Presentation	4-	Resources	and	

Review	of	Online	Teaching	Tools	 	

	 	 	 	 	 	

11:45	p.m.	-	12:45	p.m.		 Mock	Module	1	Assignment	

	 	 	 	 	 	

12:50	p.m.	-	1:50	p.m.	 	 Mock	Module	2	Assignment	

																																						

1:55	p.m.	-	2:55	p.m.		 	 Mock	Module	3	Assignment	

	

3:00	p.m.	-	4:00	p.m.				 Mock	Module	4	Assignment	

	

4:00	p.m.	-	4:30	p.m.	 	 End	Of	Day	Discussion	

	

HOMWEORK:	Finalize	materials	to	develop	one	of	your	online	

courses.		Include	all	assignment	ideas,	TEL	tools,	and	

discussion	boards	in	your	notes.		You	must	bring	these	

materials	to	class	tomorrow	to	be	able	to	complete	the	final	

day	of	PD.		Your	mentor	will	be	there	to	help	for	this	

activity.		
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FYI -Day 2  
 

Breakfast Roundtable: As you are sitting at your assigned breakfast table, you and your 

colleagues will reflect on yesterday’s breakout sessions.  As you recall, you were to 

choose two take away questions to use as topics for this morning’s roundtable.  The four 

questions are as follows:  

• What are your concerns when asked to incorporate active learning strategies into 

your online class format? 

• In your opinion, what is the role of the instructor when creating an online diverse 

learner-centered environment? 

• What can we do as a faculty representing this university to ensure that we provide 

meaningful online courses that promote rigorous activities for our students? 

• Opinion Polls are often used as a form of online assessment.  Polls such as Zoho 

Polls and PollDaddy help to gather and demonstrate different opinions of students 

without revealing individual attitudes.  Would you consider using polling in your 

online courses? Why or why not? Inquire if anyone at your table has used these 

type of assessment, if so ask the outcome. 

You can also find these topics on your app. 

Mentoring: Mentoring pairing will begin at 8:30.  You can review a list of the approved 

mentors on your app.  At 8:30 you will be able to see who you were assigned to via the 
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App.  You will pair with your mentor for 30 minutes to discuss your goals when 

designing your own course tomorrow. This is a planning session. 

 
 

PowerPoint Presentation/Handout # 3 Day 2 
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PowerPoint /Handout for Presentation #4 
(Slides 1- 6)  
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PowerPoint /Handout for Presentation #4 
(Slides 7- 8)  
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PowerPoint /Handout for Mock Portal Activities 1-4 
(Slides 1-6) 
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PowerPoint /Handout for Mock Portal Activities 1-4 
(Slide 7-9) 
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3-Day Professional Development Agenda 
 

Day 3 
 

8:00	a.m.	-	8:30	a.m.		 	 Breakfast	Roundtables		

8:30	a.m.	-	9:00	a.m.		 	 Faculty	Q	&	A			

9:00	a.m.	-	9:15	a.m.		 	 Overview	of	Today’s	PD		 	 	

	 	 	 	 	 	 	 	 	

9:15	a.m.	–	10:15	p.m.		Presentation	5-	Do’s	and	Don’ts	for	

Developing	Courses		 	 	 	 												at	This	

University		

	

10:15	p.m.	–	11:15	p.m.		 Development	of	One	Online	Course	

with	Mentor.		

	 	 	 	 	

	 	 	 	 	 	

11:15	p.m.	–	12:15	p.m.		 Lunch	Break	Provided	By	University	on	

Campus	

	

12:15	p.m.	–	3:30	p.m.		Development	of	One	Online	Course	with	

Mentor.		

	 	 	 	 (Breaks	will	be	given	intermittently)		

	

3:30	p.m.	–	3:55	p.m.		 	 Review	of	Faculty	Portals		(Smart	Board)	

	 	 	 	 	 	

4:00	p.m.	-	5:00	p.m.	 	 Evaluations/End	Of	Day	Discussion	
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Day 3 FYI 
 

Breakfast Roundtable:  As you are sitting at your assigned breakfast table, you and your 

colleagues will reflect on yesterday’s sessions and presentations. Please discuss the 

following prompt with your colleagues:   

What is one activity, one tool, and one assessment that was presented in this PD, that you 

feel will improve your teaching practices online.   

Faculty Q & A: Please upload your questions for the presenters to your app before 8:30.  

We would appreciate at least one question from each participant.  Questions will be 

discussed aloud.  Review your colleague’s questions on the app before posting to ensure 

you are not asking the same question.  

Developing your Course:  Faculty, please make sure you have all needed materials to 

work with your mentor on developing one of your upcoming online course.  Also, please 

understand this is just to help you get started and you will not have the time to complete 

the whole course today.  We will review and critique what you have developed at 3:30 

p.m. on the Smart Board.  If you would like to make sure yours is seen please post to the 

app.  All others will be chosen randomly. 

Evaluations: Evaluations will promptly begin at 4:00 p.m. 
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Presentation/Handout # 5 Day 3 
(Slides 1-6) 
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Presentation/Handout # 5 Day 3 
(Slides 7-12) 
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Handout to Review After PowerPoint Presentation # 5 

 
APS Online Facilitator Responsibilities 
By Director of Faculty Support 
 
While the course developer provides the “classroom” for a course with materials, 
activities, and assignments, the course facilitator serves as the actual instructor, 
representing this university’s Online and managing course functions. In large part, your 
presence and responsiveness determine the quality of students’ learning experience. 
Below is an overview of expectations for facilitators: 
As soon as possible before your course begins: 
Confirm start and end dates of your class, student drop dates, and grade submission 
deadlines for your term with the Registrar’s Office or APS. You will need this 
information for your syllabus and for setting assignment due dates. Spring 2016: Section 
42 runs from Monday, January 18 (even though it is MLK day) to Friday, March 11, 
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2016.  Section 52 runs Monday, March 21 to Friday, May 13, 2016. The last date to drop 
without incurring the automatic "F" penalty is February 22 for section 42 and April 18 for 
section 52. Final grades are due by March 16 for section 42 and May 18 for section 52--
as long as the student is not graduating. APSO has spring break the week of March 14-18, 
2016. 
• Thoroughly familiarize yourself with your course from start to finish. 
• Upload “Welcome” on the Main Page. This section should include a picture or 
video with biographical information (academic, professional, personal), your connection 
to the course material, and why you are looking forward to facilitating the section. This 
class component allows you to establish your personal “presence”. 
• Upload or embed* your syllabus on the Syllabus page with your individual 
information (i.e. name, phone number). Include drop dates as listed above.  Be sure that 
your Syllabus follows the general template, unless your department or course has a 
specialized template. 
• Familiarize yourself with the material on the Introduction page: 
a. “About this Course” is where you let students know what day of the week to 
expect new material and cover other “housekeeping” matters. (Tip: Mondays work well 
and allow for adult-friendly Sunday night deadlines.)  Remind students that the final 
week of the course ends on Friday night, rather than Sunday. 
b. Make note of the Academic Integrity Policy response “assignment.” This is a no-
credit required “assignment” that serves two purposes: familiarizing students with our 
integrity policy AND serving as documentation of students’ participation in the first week 
of your course—the APS office will need to know of students who have not responded by 
Friday of your first week. 
• Check textbooks. Click on Bookstore under Quick Links on the left hand sidebar. 
Choose Books>Textbooks & Course Materials and then set the parameters for your 
section. If the textbooks shown are not correct, contact the Bookstore. 
• Set due dates for assignments in Coursework, consulting with the developer for 
guidance if necessary. Sunday night deadlines work well for adult students. Be as 
consistent as possible with due dates, and plan to let students know about variations well 
ahead of time (i.e. the final must be completed by a Thursday deadline to allow you time 
to meet the Registrar’s grade submission deadline.) Links to assignments must be re-set 
for each section. As you are reviewing the module content, make sure the assignment 
links link to assignments in the current section. If they are linked to assignments in a 
previous section, students will not be able to access these. This includes the link in 
Introduction that allows students to respond to the Academic Integrity policy. 
• Post “early-bird” announcement in “Course Announcements” on the Main Page 
letting students know when to expect the class to be ready for viewing. (Example: “  
Early Birds: If you are viewing this course before Aug. 17, please be aware that some 
materials may be incomplete. The course will be fully ready for you on that Monday 
morning. If you need textbook information, please visit the Bookstore website.”) Also be 
vigilant in checking the Student View to make sure they cannot access material that is in-
progress. 
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• The following should be viewable to students before the term begins: Main Page, 
Syllabus, and Introduction. Course materials, assignments, and activities (Module pages) 
should not be.  
The week before your section begins: 
• Send test email to students through Class Roster. This email should instruct 
students to reply to you to confirm their email account is working. It may also include an 
early assignment or preview of the course. Notify APS of students from whom you have 
not received responses by Wednesday of the first class week. 
The first week of class: 
• Adjust permissions to allow students to see the first week’s work on the first day 
of the term. Do not make course materials, assignments, nor activities available before 
the term begins. 
• Monitor participation in a class discussion or other small assignment due by the 
end of the first week of class. (The Academic Integrity Policy response can accomplish 
this.) Verification of engagement is necessary for Business Office and Financial Aid 
purposes. Notify APS of students who have not participated by the end of the first week. 
You may also require an early Discussion Forum in which students introduce themselves.   
• Once enrollment in your courses is stable, compile and save a list of your 
students’ emails. This will help you communicate with them in the event of system 
problems. 
Each week: 
• Post weekly announcements on the Main Page that appear early on the day of the 
week new information comes available. Good practice is to include a distinct image each 
week to cue students a new week has begun (i.e. groundhog for Groundhog’s Day, 
comments on the weather, etc. keep the course from feeling “canned.”) Announcements 
can preview the week’s work, comment on class progress, point out upcoming 
assignments—issues you might cover in the first few minutes of a classroom class—and 
project your presence in the course.  Announcements may be posted ahead of time, with 
time setting to be viewable at Monday 8:00 a.m. 
• Manage student permissions to Module pages. Students should be able to see the 
week’s work by the morning of the day the week starts (i.e. 8:00 on Monday morning, 
etc.). Check the Student View to make sure permissions are set correctly.  
• Standard practice is to make modules available on the Monday morning of the 
week that students are to complete them. Leaving past modules open so that students may 
refer to them is acceptable, but having future modules open is discouraged. Online 
sections are NOT correspondence or “work-at-your-own-pace” courses, and should not 
give the appearance that they are. See item #3 in Throughout the Course below on 
handling students who need to complete assignments ahead of your course schedule. 
• Preview each week’s pages and assignments, including videos and other 
presentations, before allowing students to see them. If you have questions or believe 
changes are needed, contact the developer or APS. (Even if it is something as minor as a 
typo, it is important to let them know so that it will not be replicated in future sections.)  
• Modify Checklists for accuracy, updates, and to reflect the progress of the 
individual course. (i.e. “From your responses to last week’s video, I anticipate you will 
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enjoy Module 3’s Reading assignment!”) This is another component where you can make 
your presence felt to students. 
• Participate in class Discussions, commenting on student replies, affirming where 
appropriate, and correcting where necessary. You do not have to respond to EVERY 
student reply, but it is important that students know you are present.  Occasionally, 
facilitators may offer private replies to encourage students to write more substantive posts 
or to address inappropriate posts/replies. 
• Notify the APS Office (see contact information below) of student engagement 
EVERY Monday morning.  Your doing so is critical to maintaining the integrity of our 
disbursement of federal financial aid, and is not optional. The easiest way to do so is to 
email a class roll indicating which students participated and which did not.   
 
The fifth week of class:  
• Remind your students of the last day to drop without incurring the automatic “F” 
penalty. If a student is not likely to pass, dropping by this date can prevent damage to his 
or her g.p.a. 
Throughout the course: 
• Respond to student calls and emails promptly [within 12-24 hours is a good 
guideline], even if it is to let them know you will have to get back with them. If a 
question is not within your purview, refer the student to APS. 
• Keep the APS Office apprised of students who are struggling or who cease 
participation so that their Success Coach can assess their situations and direct them 
appropriately. 
• Be familiar enough with the Coursework that you know which assignments can be 
made available to students who wish to work ahead and which cannot. While students are 
encouraged to stay in step with the course schedule, there are times that it serves 
individual students better for you to allow them to complete assignments early (scheduled 
medical procedures, out-of-town obligations, extenuating work obligations, etc.) In these 
cases, you as the facilitator may make materials and assignments available to those 
students ahead of schedule. Of course some assignments (Class Discussions, Peer Review 
activities, etc.) cannot be completed outside their scheduled timeframes. As the 
facilitator, you may use your discretion to allow alternative assignments to replace these 
as long as the student still has the opportunity to meet the courses’ learning objectives. 
The course as a whole should NOT be open for students to work at their own pace 
beyond the current week’s timeframe. 
• Grade and provide feedback on assignments promptly so that students’ 
Gradebook views stay current. For work that is not auto-graded, let students know how 
long they should expect to wait for results [posted within 7 days for on-time assignments 
is a good rule of thumb]. 
*Instructions for embedding a document: (Requires a Google account) 
1. Go to www.google.com, and make sure you’re logged in.  
2. Click on the nine-square between Images and your profile picture in the upper 
right, and then choose Drive (yellow, blue, green triangle).  
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3. Click the red “New” button in the upper left. Browse for your file and add it. 
Once it’s in there, double click on it.  
4. Click the share icon (little man with the + by his head), click Advanced, and 
change the “Who has Access” setting to “Anyone with a Link.” Save that, and click 
Done.  
5. Then click the pop-out icon on the upper right of the screen (square with arrow 
coming out of it). That enables some additional choices.  
6. Click the three vertical dots, and choose “embed item.” Copy the embed code 
provided and paste it back into the portlet where you want it on your Syllabus page. Save 
and exit, and you should see it embedded in there.  
7. If it isn’t the size you want, just grab a corner and stretch it—or you can use the 
Source Code icon to let you adjust height and width. 
 
 
Revised January 5, 2016 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Directions for Using University App 
 

 We will be utilizing technology throughout our PD.  One way that we will 

incorporate technology will be through our university app.  This app will be crucial to 

your experience with our PD training.  On the university app you will see a link to join 

the PD training, once entered you will log on using the code you were emailed before the 

training.  Once you are logged in you will see many areas that you will be using for the 

next three days.   
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 Please note that you will register for all your sessions, mentor pairing, and polling 

through this app under My Schedule.  You will be prompted to use the app at the 

appropriate time.  You will also be able to communicate with the group and the 

presenters during the PD by using the app.  This will be very important during the Q&A 

sessions.  All materials from the PD and videos will be loaded on the app as well as 

session descriptions.  Please check-in to all activities using your app.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Instructions for Breakout Sessions 

 
 All sessions will be 50 minutes and will be presented by designated faculty and 

administration.  Sessions will be recorded and posted to your faculty module on the 

university’s webpage and to the university app.  Below you will find a list for each 

session, to read a description on each session please refer to your app.  All sessions must 

be registered on the app and a check-in are required to receive credit.  Below are four 
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sessions that will be helpful to you when preparing to develop and transition to your 

online courses next semester.  

Sessions for Day 1  

Room	1	-	Creating	Rigor	in	an	Online	Environment	

Room	2	-	Creating	Active	Online	Learning	

Room	3	-	Creating	Learning	Assessments	

Room	4	-	Creating	a	Diverse	Learner-	Centered	Environment	
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App Protocol for 3-Day PD 
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Likert Survey for PD Training 
 Please rate both columns. 0 means “no knowledge” and 4 means 

“highest degree of knowledge”.  
 
Topic                              Knew Prior                Current 

Knowledge 
 
1.  Developing online course                   0  1  2  3   4           0  1  2  3  4  
 
2.  Why online instruction is important                        0  1  2  3   4            0  1  2  3  4 
 
3.  Integrating life skills through online  
 instruction curriculum                                                 0  1  2  3   4             0  1  2  3  4   
 
4. Knowledge of online teaching strategies                 0  1  2  3   4             0  1  2  3  4 
 
5.  Knowledge of online curriculum resources            0  1  2  3   4             0  1  2  3  4 
 
6.  How the universities mission statement 
relates to online learning                                              0  1  2  3   4             0  1  2  3  4 
 
The program_____________________________________________________________ 
 
7.  Was organized in an appropriate manner                           0  1  2  3   4  5              
for the subject   
 
8.  Was of interest to me      0  1  2  3   4  5  
 
9.  Will be beneficial to my teaching practices                0  1  2  3   4  5  
 
10.  Materials distributed will be beneficial to me                  0  1  2  3   4  5  
 
11.  I feel that I am prepared to teach, develop, 
and transition to online courses    0  1  2  3   4  5 
 
12.  I feel that this PD helped to change my overall  
perception on online learning         0  1  2  3   4  5 
 
13. The PD provided me with additional tools, 
resources, and information that were not    0  1  2  3   4  5 
previously known. 
Note: 0= strongly disagree (SD), 1 = Disagree, 2 = slightly disagree, 3= slightly agree, 4 = 

agree, 5= strongly agree (SA) 
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Open-ended Questions  

 
 

1. What would you note as being the most crucial component for online instruction 

that you learned from this program? 

2. How will you implement components from this program to your online courses?  

3. Which assignments/ activities are most relevant to course objectives and student 

needs through PD?  

4. Which assignments/class activities are least relevant to course objectives and 

student needs through this PD? 

5. Overall, how productive were the three days of PD in terms of your role as an 

online instructor? 

6. How would you describe your current perceptions of developing and transitioning 

to an online format at the university?   

7. How could this PD be improved? 
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Appendix B: Permission to Republish 

 
May 30, 2016 

 
Dear Miranda, 
 
Thanks for contacting me with your request and apologies for my delayed response. 
 
If you are referring to the force field analysis diagram contained on the 
webpage http://www.change-management-coach.com/force-field-analysis.html then you 
are very welcome to use it with the appropriate attribution. 
 
In addition, here's something to consider: If you'd like to write a 400 - 600 word article 
demonstrating how Force Field Analysis works with Lewin's 3 step model I would 
consider it for publication on my website. You'd get full credit and could include a short 
bio at the end with a link to your email address. I fully understand that your doctorate is 
taking up all your mind space at present but this might be something you'd like to 
consider in future, especially as you have the information. 
 
I wish you all the best for your doctoral study and the year ahead. 
 
Kind regards, 
 
Mark 
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Appendix C: Interview Protocol 

Perceptions of Adult Professional Studies Instructors Regarding Developing and 
Transitioning Online Courses 
Time of Interview:   
Date: 
Place: 
Interviewer: 
Interviewee: 
Position of Interviewee: 

Instructors who are currently transitioning or have recently transitioned from a traditional 
face-to-face course to an online format in the APS and met the following criteria were 
purposely selected to participate in this study: (a) faculty must be fulltime, (b) a mixture 
of men and women, and (c) a cross-section of participants with different levels of 
expertise in developing and transitioning online courses.  Nine face-to-face interview 
participants were chosen.  The purpose of this qualitative study is to understand more 
about perceptions of Adult Professional Studies instructors regarding developing and 
transitioning online courses and the barriers that prevent instructors from being able to 
make the transition from face-to-face course to online course.  Pseudonyms will be used 
for data analysis and reporting by numbering participants.  The data will be stored on a 
password protected hard drive and data will be stored in a locked file cabinet.  The face-
to-face interview will take no more than one hour.   
 
[Have interviewee read and sign the consent form.  Turn on the audio recorder and test 
it.] 
 
Question 1:  Explain your recent experiences with converting and transitioning your face-
to-face courses into online courses.  

Question 2:  Describe how transitioning to online courses from your traditional courses 
has impacted your teaching?  

Question 3:  Describe how you prepare to develop and transition your online courses.  

Question 4:  Describe how you think the university could better prepare the APS 
instructors for teaching online.   

Question 5: Describe how you view online education?  Follow up question - How would 
you describe your level of expertise in terms of online usage?  
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Question 6: Do you feel as if the university provides adequate training for teaching online 
courses?  Why or why not?  

Question 7: What types of training have you participated in to be better prepared to 
transition to online courses?  Did you feel as if these trainings were useful? Why or Why 
not? 

Question 8: What are your suggestions on training that the university could offer the APS 
instructors that would better meet your needs when developing and transitioning to online 
coursework?  

Question 9:  If you were able to create a professional development training course on 
online teaching practices, how would you do it and what would you include?  

Question 10:  What barriers do you believe prevent instructors from transitioning courses 
to online pedagogies?  

[Thank the interviewee for their participation.] 

 


