











125



126

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.



127

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



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

Academic Policies for Online

Day 2 Presentation #3

FORUMS

Purpose:The purpose of forums is to generate discussion and encouragea
community of learning among students and the instructor.Your participation is
important because it contributes to the collaborative learning of the class.This
dynamic processallows students to learn from one another as well as from the
instructor, so it is important to participate regularly and meaningfully.

Policies: Forums are to be conducted both respectfully and professionally byall
participants. Postings should be accurate reflections of your ideas, opinions,
observations,and research,and shouldalso demonstrate respect for and
consideration of those presented by others in the class. Postings representyouas a
professioanl as well, so they should reflect your best command of standard written
Englishand netiquette.

Requirements: Forum participation is required and graded, so pay attention to your
instructions for the requirements for postingand responding. It is important to be
clear with studnets on your expectations.Make sure they understand to complete
any required reading and other assignments before making your initial post—your
contributions should indicate your own prior preparation for the assignments, and
not rely on that of your classmates.

PROPER NETIQUETTE GUIDELINES

>

v

v

When addressing instructors, refer to them respectfully
by title and last name, i.e.“Professor Jones.”

Be at least as courteous to your online classmates as you
would to those in a face-to-face class.The online
environment can foster a sense of anonymity, but
everyone in the class is your brother or sister in Christ.
Even if—and especially if—your views differ; it is
important to treat one another with dignity and respect.
Take class discussions seriously.Your classmates will be
puttinga great deal of time and effort into their posts and
other assignments.Take time to read these closely and
respond thoughtfully (“I agree” does not generally count
as being thoughtful).

ACADEMIC INTEGRITY

» Our studentsare expected to reflect a high standard of
academic integrity in every area of their performance,
which includes properly attributing the words and ideas
of others. In all academic writing, students must
acknowledge not only quotations, but summaries,
paraphrases, graphics,and media as well, citing the source
of the information.

v

Failure to do so is plagiarism,and is considered a violation
of the school’s basic mission. Being found guilty of
violating this code is not only embarrassing but
academically damaging to a student. Please review the
proper way to avoid this with your online students.

ONLINE NETIQUETTE GUIDE

» Please be familiar with the rules set for your studentsin
your online courses. Please review this material with
them. Not every student understands netiquette. Please

make sure your students are following the policy

throughout the semester.

» Possible assessment of this material to check for reading
could be a quiz or a short essay.

PROPER NETIQUETTE GUIDELINES

>

>

Be a good discussion participant. Contribute meaningfully, but do
not dominate the online discussion with overly lengthy or excessive
posts.

Be aware of how you are presenting yourself. Communicate in
standard written English, paying attention to grammar and
mechanics. Avoid texting acronyms and other overly-casual
conventions that could reflect poorly on you. Your classmates will
appreciate your professionalism.

Respect your classmates’ privacy. Personal opinions put forth in the
context of your course are a part of the collaborative learning
process and are nota public record of your classmates’ political,
spiritual, or professional stances. Do not share these outside the
class.

Take care when using humor. A remark you might say offhandedly to
be funny in a face-to-face class can be misconstrued as dismissive or
offensive in the online environment without the context of tone and
facial expression.
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PROPER NETIQUETTE GUIDELINES

» Do not allow yourself to be overly sensitive. It is easy to
make communication missteps online—be forgiving of
your classmates, because you would want the same
consideration in return.

Enjoy one another’s company. Every member of the class
is a remarkable child of God attempting to accomplish
something quite impressive as he or she pursuesa college
education online. Each of you brings unique experiences
and expertise to the online class environment.Take the
time to appreciate these, and to be thankful for the
company of a special group you probably would not have
had the opportunity to “meet” in any other way.

v
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ASSESSMENT ACTIVITIES

» This university is committed to an effective assessment
process to evaluate specific courses, as well as student
satisfaction and learning.As a faculty member, you will be
required to create assessment activities in the form of
surveys, tests, or other instruments.



PowerPoint /Handout for Presentation #4

TECHNOLOGY ENHANCED
ONLINE LEARNING TOOLS

Day 2

Presentation #4

SOCIAL
LEARNING

LESSON
PLANNING
AND TOOLS

(Slides 1- 6)

LESSON
PLANNING
AND TOOLS

SOCIAL
LEARNING
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PowerPoint /Handout for Presentation #4
(Slides 7- 8)

OTHER -
USEFUL
TOOLS

RESOURCES




PowerPoint /Handout for Mock Portal Activities 1-4
(Slides 1-6)

Mock Portal Overview

= The following activities have been developed
MOCK PORTAL to give faculty members in the APS a students
ACTIVITIES perspective whentaking courses online.
Faculty will participate in one hour sessions
Day 2 where they will act as if they are a student.

y Each module has an assignment, activity, or
discussion. The following slides contain what
the assignment setup would look likeif it were
on the university portal.

Mock Module 1 Mock Module # 2

IR e Gtiection, end if appropriate & Siep IERead the information presented in the posted
isnt:Klde personal experience as part of your answers. article:
This lesson focuses on the importance of developing & hitps:/ /www.insidehighered.com /blogs/ gradhack
cotirses to teach online. There are several techniques, er/t eyour—teaclﬂng—%nljne-lmcro-1 ‘%’urg
tools, and strategies for teaching online. Imagine you are

preparing a course for adult learners in the APS, explain | 8 Step 2: After readin%hlthe assigned article, write two

what the course would beand what tools you would use paragraphs on how thisinformation is beneficial to
for assessment, creating rigor, and a diverse-learner ot when creating online courses. Be sure to
gentered environment. Identify the types of tools you includeat least one peer reviewed citations that

wotld use and why. Explain your reasoning, e 3
) s supports your thoughts and ideas.
Step 2: Read other students’ posts and reslpond to at least oy 2

3 other students. Again, use any personal experience, if g Step 3:Include a reterencg page. In_clude any and all
appropriate, to help supportor debate other students’ Soqrces you use to locate information for your

posts. If differences of opinion occur, debate the issues asmgmnent.

professionally and provide examples to support your

opinions. You must include at least one peer reviewed

research citation to support your discussion.

Motk Module # 2 Continued Mock Module # 3

= Step4:Save and submit your document (.doc format). When @ For this module you will be watching a webinar
e cggllg:fstj;i gggeigiﬁiggg;aée;ﬁg& Foaryto that discusses 15 Online Tools to Accelerate your
¢ ‘v' i 1 7 7 1 7 ahyi
your instructor below. Make sure your name is on the” online teaching. As you g a.tch.m% the w ?bmar,
R erit. : please note 6-7 tools that vould be interested
This assignment should be a full-sentence, full-content plan n fur_ther mveshgatmg _for your own _onlme A
of your ideas. If you cite sotirees in your speech, you must practices ’when' developing and teachms an onlme
also submit a reference page in APA he plan must be course. You will need to save and submit your list
d and must also be saved in .doc (Microsoft Word) as a document (.doc format). When you have
ormat. If it is not saved in this format, you will receive a completed the assignment, save a copy rourself

ierc;. W worki e b eire to submit v in an easily accessible place and submit a copy to
o ‘fﬂi;:;”e;’;relihf{:;i}’e 3 = :0 please be sure to submit your your instructor l)elow._ Make sure your name is on
Once you submit your outline, check back here for your the document. You will need this list for your #4
outline feedback. Incorporate this feedback into your final module assignment. Please click on the fink below
paper that you will turn in at the end of the course. to access the webinar. (Next Slide)
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PowerPoint /Handout for Mock Portal Activities 1-4

Wock Module # 3 Continued

End of Day Discussion

= Be prepared to discuss all module assignments
with your presenters, mentors, and colleagues.

@ PowerPoints will be chosen to review so be
ready!!!!

(Slide 7-9)

Mock Module #4

& For module 4 your assignment is to investigate the
6-7tools you choose from the webinar in module 3.
You will research each tool. Next you will describe
the tool and list a pro and con for using the tool in
an online course. Finally you will need to decide if
this tool is still of interest to you after you have
researched it, and be able to explain why or why
not you would still incorporate it into your
curriculum plan. Once you have gathered all of
your information, create a PowerPoint giving each
tool it's on slide. You should have no more than 10
slides. When you have completed the assignment,
save a copy for yourself in an easily accessible
place and submit a copy to your instructor below.
Make sure your name is on the document.
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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

12215 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)

Do’s and Don'ts

Have clearly defined objectives and goals - Before
desigmné; an online course, you must have a clear idea of
your student type and what their current knowledge base
is. You also want to define what objectives you're trying to
develop orwhat knowledge you must convey.
Avoid using too much text and not enough graphics -
Courses or modules that rely too heavily on text can
overwhelm the learner and make retaining information
difficult. Visuals are attention-grabbing and demand a
response. Using meaningful, hlgh-ﬂdelity%raphlcs (not
ratuitous or "cute" images) provides aesthetic appeal,

Day 3 Presentation #5

NLINE reaks up blocks of text, and improves cognitive

VLIS

processing

Use Power Point to move away from PowerPoint - It can
be tempting to use Power Point as an easy way to keep a
learner on task, but a slideshow should not be put online
and called an e-Learning course. Be creative. Try to
incorporate other tools to convey your lesson to your
students.




Online Developer Responsibilities

As per the university, the following slides
review the responsibilities of the
developer and facilitator when
developing and teaching online courses.
Please refer to this while you are
working on your modules later today and
in the future.

Do’s and Don’ts

Use real world examples — Most adult learners
learn best by actually doing, and online ,
assignments are a great medium for showcasing
real life scenarios, creating demonstrations or
offering simulations.

Break up information into small chunks - When
confronted with high volumes of information, most
people tend to go into cognitive overload and
either start scanning or lose interest completely

Don't be inconsistent - Standards are an important
art of the e-Learning course framework. Colors,
onts, bolding, italics, borders, layout, grammar
and tenses, and titles/subtities should remain
consistent throughout the course to focus learning
instead of distract.
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Do’'s and Don'ts

Add group collaboration exercises - Activities like
group chats, quizzes, social media discussions,
message boards, simulations, and games allow
learners to become fully engaged in training and
learn from other employees’ experiences and
knowledge.

Incorporate multimedia - Every student learns
differently and by adding gaming, as well as video,
and audio elements to your modules, you increase
absorption rates and break up the monotony of
straight reading or quizzing.

*Include assessment tools - The only way to see if
students are actually learning and if your online
course is successful is to include some form of
assessment. Quizzes and tests can be
straightforward-trueffalse, multiple choice, drag and
drop- or more interactive- simulations, surveys or
projects.

APS Online Course Developer
Responsibilities

1. Online courses must be developed in E-Learning
to fit the designated 8-week format. They must use
the most current version of template including Main
Page and Introduction components, as well as the
Academic Integrity response. The course must be
designed to run on a weekly format, preferably
Monday to Sunday night. Variations in format must
be approved by the Online Course Content
Committee.

2. The course Welcome must include an
appropriate faculty picture and complete contact
information. The text should indicate the faculty
member’s connection to the material, the purpose of
the course (what students will gain by taking it), and
introduce the objectives and expectations for the
class. This is not the place to cover them
comprehensively, but they should be referenced.

Presentation/Handout # 5 Day 3
(Slides 7-12)

APS Online Course Developer
Responsibilities

APS Online Course Developer
Responsibilities

3. The Syllabus must adhere to the UM Syllabus
template and be uploaded or embedded so that
?tudems can both view the document and download
.

4. Coursework and Gradebook must be configured.
If the development shell is in the term in which the
course will first be offered, deadlines should be set. If
not, the developer must provide clear information on
when items are due (Week 1, Module 3, efc.)

5. Each module must begin with a Checklist
providing a concise list of what the student will be
expected to do. These activities should correspond
to the elements on the module page (Lecture,
Reading, Discussion, Exercises, Assignments). The
content may be modified as the class progresses,
but each module must include a Checklist.

6. Most if not all modules should include Lecture
materials. Video should be incorporated whenever
possible and appropriate. If PowerPoint
presentations are used, they should include at least
introductory narration to provide a human touch, and
they should be captured as videos to assure
students can access them across devices.

Ideally, videos should not be more than seven
minutes long. It is Freferable !0£r0vide multiple short
lectures than one lengthy one. Full-text or audio
lectures may be included as supplements to video
presentations, but if they are used alone, they should
not be lengthy (less than two pages for text; less
than seven minutes for audio.

7. Reading assignments should be clear, with
textbooks indicated.



APS Online Course Developer
Responsibilities

8. Courses should include required class Discussions,
preferably weekly, to encourage student engagement.
Students should not be required to participate in multiple
discussions during the same week.

9. Shorter activities and assessments that are to be
completed within the week's timeframe usually appear
under Exercises. More extensive assignments and
projects that may span more than one week should
appear underAssignments. nstructions for all activities
must be clear and thorough. While these ma}/] be provided
in the Syllabus or in the Coursework listing, they should
also appear on the module page.

10. Assignments should be appropriate to the discipline.
They should involve a balance of upper and lower-level
skills matched to the course’s content, purpose, and level.
Activities that capitalize on the online format are
encouraged.

APS Online Course Developer
Responsibilities

13. Courses should be student-centered with the
focus on gaining relevant skills and knowledge over
completing massed amounts of reading and writing.
14. Writing intensive courses developed for online
must adhere to the WIN guidelines.

15. Materials should be of at least “classroom
quality”: Developing faculty are not expected to be
professional videographers or graphic artists, but
they are expected to provide materials that are

attractive and free of grammar/proofreading errors. It

is better to take the time to closely review your
materials—and to enlist help if necessary—than to
have students point out mistakes.

The above list pertains to all online APS courses.
Deans and department chairs may set additional
requirements.
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APS Online Course Developer
Responsibilities

11. Rubrics should be used for more complex
assignments such papers, projects,
presentations. When used in grading, rubrics
remove the perception of subjectivity; when
used in assigning the work, they provide
guidance for the student. Examples of what
the work should look like can be helpful to
students, and critiquing these can be a good
collaborative activity. Rubrics are also helpful
in guiding peer review activities.

12.The appearance of the course must be
polished and consistent from module to
module. The one-column format of the original
template should be retained.

Q&A

Please take this time to add your
comments or ask questions

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,



139

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).



142

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



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— Gentered Environment
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App Protocol for 3-Day PD

@ Annual Conference for Corporate and...

& o5
My Items Vi ‘ m ?
B= s
o— ACt'V'ty Feed Schedule Speakers Attendees

?@ My Schedule

C@ My Messages ‘ D:h
- ©)

My Contacts

Q

— Maps Event Search
E/ My Notes Information &F...
Event Guide V. ‘
Schedule @
&
avd Speakers App Login Video Social Q&A, Community

Polling
i) Attendees

& CrowdCompass ., c.ex

This event has ended.
Your smart feed is still active.
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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 0123 4 01234

2. Why online instruction is important 0123 4 01234

3. Integrating life skills through online

instruction curriculum 0123 4 01234

4. Knowledge of online teaching strategies 0123 4 01234

5. Knowledge of online curriculum resources 0123 4 01234

6. How the universities mission statement

relates to online learning 0123 4 01234

The program

7. Was organized in an appropriate manner 012345

for the subject

8. Was of interest to me 0123 45

9. Will be beneficial to my teaching practices 0123 45

10. Materials distributed will be beneficial to me 0123 45

11. I feel that I am prepared to teach, develop,

and transition to online courses 0123 45

12. 1 feel that this PD helped to change my overall

perception on online learning 012345

13. The PD provided me with additional tools,

resources, and information that were not 0123 45

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

What would you note as being the most crucial component for online instruction
that you learned from this program?

How will you implement components from this program to your online courses?
Which assignments/ activities are most relevant to course objectives and student
needs through PD?

Which assignments/class activities are least relevant to course objectives and
student needs through this PD?

Overall, how productive were the three days of PD in terms of your role as an
online instructor?

How would you describe your current perceptions of developing and transitioning
to an online format at the university?

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. ]



