
 

 

 

 

 

 
 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
© 2009, All Rights Reserved 

School for New Learning, DePaul University Chicago 

Revision: 9/10/09  



WELCOME ............................................................................................................................................................................................ 1 

¢ƘŜ tǳǊǇƻǎŜ ƻŦ ǘƘŜ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜ ................................................................................................................................................. 2 

Contacting the SNL Online Staff ........................................................................................................................................................... 2 

Resources ............................................................................................................................................................................................. 3 

Library Resources ............................................................................................................................................................................ 3 

Introduction to the School for New Learning and SNL Online ............................................................................................................. 4 

The Role of the Course Instructor ........................................................................................................................................................ 6 

Communicating with students ............................................................................................................................................................. 7 

Online office hours .......................................................................................................................................................................... 7 

Checking your discussion forums .................................................................................................................................................... 7 

Your Email Address .......................................................................................................................................................................... 8 

E-Mailing Students ........................................................................................................................................................................... 8 

When to use announcements, discussion, chat, email, gradebook/assignment feature, group feature or phone ....................... 9 

Use the announcements to ......................................................................................................................................................... 9 

Use the public discussion forums to ........................................................................................................................................... 9 

Use email to ................................................................................................................................................................................ 9 

Use individual email to ................................................................................................................................................................ 9 

Use the telephone ....................................................................................................................................................................... 9 

Use phone conferences or Wimba class webinar ..................................................................................................................... 10 

Use the Assignments and Gradebook within the Blackboard course ....................................................................................... 10 

Use Instant Messenger programs ............................................................................................................................................. 10 

Note ........................................................................................................................................................................................... 10 

VOIP ........................................................................................................................................................................................... 10 

Resources for Supporting Discussion ........................................................................................................................................ 10 

Preparing to Teach Your Course ........................................................................................................................................................ 12 

As Soon as You Know You Will Be Teaching .................................................................................................................................. 12 

Submit New Hire Paperwork, obtain User ID, Password ............................................................................................................... 12 

Campus Connection Credentials ............................................................................................................................................... 12 

Training: School for New Learning, Technology and Course Instruction .................................................................................. 12 

At Least One Month Before the Quarter Starts............................................................................................................................. 12 

Course Materials ....................................................................................................................................................................... 12 

Student Course Materials .......................................................................................................................................................... 13 

At Least One Week Before Preview Week (2 Weeks Before Term Start) ..................................................................................... 14 

Course Access ............................................................................................................................................................................ 14 

Class Roster ............................................................................................................................................................................... 14 

By Preview Week (One Week Before Term Start) ......................................................................................................................... 14 

Add a personal welcome....................................................................................................................................................... 14 

Set up the Blackboard Discussion Forums ................................................................................................................................ 15 

Other Forums ................................................................................................................................................................................. 15 

Three Days Before the Quarter Starts ........................................................................................................................................... 16 

Edit/add message to Q&A Discussion for Student response .................................................................................................... 16 

Check the Discussion ..................................................................................................................................................................... 16 

Day 1 of the Quarter ...................................................................................................................................................................... 16 

Module 1 ................................................................................................................................................................................... 16 

First Week of the Quarter .............................................................................................................................................................. 17 

Check Discussions Frequently ................................................................................................................................................... 17 



Students with Disabilities .......................................................................................................................................................... 17 

After the Last Day to Add Courses ................................................................................................................................................. 17 

Obtain Class Roster ................................................................................................................................................................... 17 

Students who do not appear in your course by the second or third week of the courses should be referred to SNL Online for 

administrative action. ............................................................................................................................................................... 17 

Weekly ........................................................................................................................................................................................... 17 

Post weekly Announcement about course progress ..................................................................................................................... 18 

At the End of the Fourth Week of the Quarter ............................................................................................................................. 18 

Check Student progress ................................................................................................................................................................. 18 

Submitting Grades ......................................................................................................................................................................... 18 

Check Due Date for grades ........................................................................................................................................................ 18 

Incomplete Grades ........................................................................................................................................................................ 19 

Course Instruction .............................................................................................................................................................................. 20 

Discussions ..................................................................................................................................................................................... 20 

Interaction ..................................................................................................................................................................................... 20 

Become thoroughly familiar with the features of the Blackboard Course Management System ............................................ 20 

Give students time to adjust to the technology........................................................................................................................ 20 

Plan Your Conversational Spaces .............................................................................................................................................. 21 

Coach your students in how to communicate online ............................................................................................................... 21 

Interactivity is what makes online learning .............................................................................................................................. 22 

Check your class discussions frequently ................................................................................................................................... 23 

Moving the discussion along ..................................................................................................................................................... 23 

DǊŀŘƛƴƎ {ǘǳŘŜƴǘǎΩ 5ƛǎŎǳǎǎƛƻƴ Contributions ................................................................................................................................. 24 

Encouraging Active Learning ......................................................................................................................................................... 25 

Correcting and Returning Student Work ....................................................................................................................................... 25 

Working with Teams or Groups ..................................................................................................................................................... 26 

Establishing Teams .................................................................................................................................................................... 26 

Team Size................................................................................................................................................................................... 26 

Team Projects ............................................................................................................................................................................ 26 

University Policy Concerning Final Assessment ............................................................................................................................ 27 

Suggesting Improvements or Adding/Deleting Course Materials ................................................................................................. 27 

Faculty development ......................................................................................................................................................................... 27 

Lƴ ŀŘŘƛǘƛƻƴΣ 5ŜtŀǳƭΩǎ LƴǎǘǊǳŎǘƛƻƴŀƭ ¢ŜŎƘƴƻƭƻƎȅ {ǳǇǇƻǊǘ όL¢{ύ ŘŜǇŀǊǘƳŜƴǘ ƻŦŦŜǊǎ ǊŜƎǳƭŀǊ ŎƭŀǎǎŜǎ ƛƴ .ƭŀŎƪōƻŀǊŘ ŀƴŘ ƻǘƘŜǊ ƭŜŀǊƴƛng 

tools, as well as customized one-on-one trainings. For more information or to sign up, go to: 

http://www.itd.depaul.edu/website/faculty/Training/default.asp. ................................................................................................. 27 

SNL Adjunct faculty are expected to attend at least one developmental activity annually. ............................................................. 27 

The Online Course .............................................................................................................................................................................. 28 

Login and Password ....................................................................................................................................................................... 28 

Blackboard Resources .................................................................................................................................................................... 29 

Your Course ................................................................................................................................................................................... 30 

Advising Services ................................................................................................................................................................................ 30 

SNL Advising Staff .......................................................................................................................................................................... 30 

Faculty Mentors ............................................................................................................................................................................. 30 

Professional Advisors ..................................................................................................................................................................... 30 

Technical Support Services ................................................................................................................................................................ 31 

Help Desk ....................................................................................................................................................................................... 31 



Internet Service Provider ............................................................................................................................................................... 31 

Hardware and Software Requirements ......................................................................................................................................... 31 

Internet Connection .............................................................................................................................................................. 32 

IBM Compatible Computers ................................................................................................................................................. 32 

Macintosh Computers........................................................................................................................................................... 32 

E-mail Account Requirement .................................................................................................................................................... 32 

Administrative Matters for Instructors .............................................................................................................................................. 33 

Contracts ........................................................................................................................................................................................ 33 

Cancellations .................................................................................................................................................................................. 33 

Course Caps ................................................................................................................................................................................... 33 

Compensation ................................................................................................................................................................................ 33 

Address Changes ............................................................................................................................................................................ 33 

SNL Faculty Resources ....................................................................................................................................................................... 33 

Submitting Grades using Campus Connection ................................................................................................................................... 35 

Grading FAQs ................................................................................................................................................................................. 43 

Submitting Competence Assessments ............................................................................................................................................... 44 

Qualities And Principles For Assessing Learning At SNL .................................................................................................................... 59 

DePaul University Academic Integrity Policy ..................................................................................................................................... 61 

The Structure of the SNL Undergraduate BA Program ...................................................................................................................... 64 

Competence in Liberal Arts Learning............................................................................................................................................. 65 

The Three Areas of Competence at SNL ........................................................................................................................................ 65 

The Lifelong Learning Competences at SNL .................................................................................................................................. 66 

Liberal Arts: Arts and Ideas ............................................................................................................................................................ 66 

Liberal Arts:  Human Community .................................................................................................................................................. 67 

Liberal Arts:  Scientific World ........................................................................................................................................................ 67 

Liberal Arts: X Competencies .................................................................................................................................................... 67 

The Focus Area .............................................................................................................................................................................. 67 

Writing a Competence Statement ..................................................................................................................................................... 67 

¢ƘŜ bƻǘƛƻƴ ƻŦ ά/ƻƳǇŜǘŜƴŎŜέ ........................................................................................................................................................ 67 

Writing Competence Statements in the Liberal Learning Area ..................................................................................................... 68 

More on Writing Competence Statements ................................................................................................................................... 71 

APPENDIX I: The Competence Grid .................................................................................................................................................... 74 

APPENDIX II: Incomplete Grades ....................................................................................................................................................... 76 

Student Obligations ........................................................................................................................................................................... 76 

Instructor Obligations .................................................................................................................................................................... 77 

APPENDIX III: Negotiated Competences ............................................................................................................................................ 77 

Request to Negotiate Competence ............................................................................................................................................... 77 



{ŎƘƻƻƭ ŦƻǊ bŜǿ [ŜŀǊƴƛƴƎ hƴƭƛƴŜ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜ 

 1 

 

WELCOME  
 

Dear Course Instructor: 

 

Welcome to teaching and learning at SNL Online.  We appreciate your willingness to teach in this exciting program for our 

ŘƛǎǘŀƴŎŜ ǎǘǳŘŜƴǘǎΦ !ǎ ȅƻǳ ǿƛƭƭ ǎŜŜ ƛƴ ǘƘƛǎ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜΣ ǿŜ ǇǊƻǾƛŘŜ ǊŜǎƻǳǊŎŜǎ ōƻǘƘ ǘƻ ȅƻǳ ŀƴŘ ǘƻ ƻǳǊ ǎǘǳŘŜƴǘǎΦ LŦ ȅou would 

like further information about any of our services or resources we will be happy to talk with you, at your convenience. 

 

SNL Online began its operations in the summer of 2001. Every term close to a thousand students take our online courses. Many 

of our campus-based students now take courses online, thus making up a mixed group of students from Chicago and beyond.  

While it is difficult to predict the geographical composition of any one course, you should know that it is not unusual to work 

with students from several states in the US and even some international students.  

 

All our classes are taught from a pre-designed online course, which includes a syllabus, learning resources, and instructions for 

students so they will know exactly what is expected of them. The courses also explain the necessary steps for students to 

achieve and demonstrate competence in accordance with the School for New Learning's competence criteria.  In all courses, all 

students have access to, and participate in online, paced, group learning exercises and discussion within the Blackboard Learning 

Management System. 

 

Both resident and visiting faculty alike regularly teach online for the School.  Resident faculty and the staff of SNL Online can 

help you learn about our program and our students.  During the course of the year, SNL offers regular training sessions for all 

our faculty members, providing opportunities to exchange ideas, insights and concerns among all. Visiting (adjunct) faculty are 

required to attend at least one training per year. 

 

Support Services have been established by the School to provide you, as a course Instructor, with assistance as you work with 

students in attaining their competences and learning goals.  You may direct non-course related student concerns advising 

requests, administrative issues, and many other specific needs to our Support Services (snlonline@depaul.edu) so we can 

manage them for you. Our Support Services staff will usually handle student and faculty requests within a day. 

 

Technical questƛƻƴǎ ƻǊ ǇǊƻōƭŜƳǎ ǎƘƻǳƭŘ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ 5Ŝtŀǳƭ ¦ƴƛǾŜǊǎƛǘȅΩǎ ¢ŜŎƘƴƛŎŀƭ /ƻƴǘŀŎǘ /ŜƴǘŜǊ ό¢//ύ ŀǘ омн-262-8765. You 

can also reach them through Campus Connect, or by email at tcc@depaul.edu. If you have a problem with Blackboard that they 

cannot solve, they will refer you to the Blackboard Administrators at blackboard@depaul.edu.   

 

Once again, welcome to the School for New Learning.  We hope you enjoy your teaching with us and we hope to hear your 

feedback about our services anytime. 

 

 

Cordially, 

 

 

 

Dr. Beth Rubin, Director 

mailto:tcc@depaul.edu
mailto:blackboard@depaul.edu
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¢ƘŜ tǳǊǇƻǎŜ ƻŦ ǘƘŜ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜ 
 

This guide is designed to provide Instructors with a reference to SNL Onlineôs staff, processes and services.  The 

Centerôs staff are always available to answer any questions, and to provide you with assistance in any way so that we 

can make your online experience a postive one. 

 

 

Contacting the SNL Online Staff  
 

Shirin Kadwani, MA 

 

Associate Director, 

Operations 

 

 

312-362-5441 

 

skadwani@depaul.edu 

 

Janine Komornick, 

MPA 

 

Coordinator of Support 

Services 

 

 

312-362-5505 

 

komornick@depaul.edu 

 

 

Jim Janossy, MS 

 

 

Sr. Instructional Design 

Consultant 

 

 

312-362-8063 

 

jjanossy@depaul.edu  

Tony Cadena, MS 

 

Sr. Administrative Assistant 

(Scheduling and Contracts) 

 

 

312-362-6060 

 

tcadena@depaul.edu   

 

 

Beth Rubin, Ph.D. 

 

Director 
 

312-362-6486 

 

brubin1@depaul.edu 

 

Dee Schmidgall, 

M.F.A. 

 

Multimedia Designer 

 

 

312- 362-8164 

 

dschmidg@depaul.edu 

 

Lisa Ramos-

Torrescano 

 

Instructional Designer, ID 

Operations 

 

 

312- 362-8211 

eramosto@depaul.edu 

 

 

mailto:skadwani@depaul.edu
mailto:komornick@depaul.edu
mailto:jjanossy@depaul.edu
mailto:tcadena@depaul.edu
mailto:brubin1@depaul.edu
mailto:dschmidg@depaul.edu
mailto:eramosto@depaul.edu
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Resources 
DePaul Information Directory Online ς the University Phone Book, and more 

http://directory.depaul.edu/ 

 

Academic Calendar with Drop/Add Dates 

http://oaa.depaul.edu/what/calendar.jsp 

 

The School for New Learning Home Page 

http://snl.depaul.edu/ 

 

The School for New Learning Visiting Faculty Resources 

http://snl.depaul.edu/People/VisitingFaculty/index.asp 

 

SNL Online  

http://www.snlonline.depaul.edu/ 

 

SNL Online New Faculty Training Process and Resources 

http://www.snlonline.depaul.edu/site/current/fornewfaculty.asp#teachingCompetence 

 

SNL Online Faculty FAQs 

http://snlonline.depaul.edu/SNLOnlineFacultyFAQ.html  

 

The SNL Online Faculty Blackboard Resources  

http://www.snlonline.depaul.edu/site/current/facultytechnologyresources.asp 

 

DePaul Instructional Technology and Support Blackboard Help page 

http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/default.asp  

 

The Blackboard Login Page 

http://oll.depaul.edu/ 

 

Campus Connect 

http://campusconnect.depaul.edu  

 

The DePaul Technology Contact Center (TCC) is available at tcc@depaul.edu, via Campus Connect and by phone at 

312-362-8765. Please phone for fastest service. 

 

Student Support Resources (Writing Centers, Academic Integrity, Chronic Illness Initiative, etc.)  

http://www.snlonline.depaul.edu/CourseMasters/StudentSupport.html  

 

 

Library Resources 

 

http://directory.depaul.edu/
http://oaa.depaul.edu/what/calendar.jsp
http://snl.depaul.edu/
http://www.snlonline.depaul.edu/
http://www.snlonline.depaul.edu/site/current/fornewfaculty.asp#teachingCompetence
http://snlonline.depaul.edu/SNLOnlineFacultyFAQ.html
http://www.snlonline.depaul.edu/site/current/facultytechnologyresources.asp
http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/default.asp
http://oll.depaul.edu/
http://campusconnect.depaul.edu/
mailto:tcc@depaul.edu
http://www.snlonline.depaul.edu/CourseMasters/StudentSupport.html
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The DePaul Library Home Page 

http://www.lib.depaul.edu/ 

 

DePaul Library Liaison to SNL 

312-362-8547 

Sue Schultz 

sschultz@depaul.edu  

 

or  

 

773-325-2692 

Heather Jagman 

hjagman@depaul.edu 

 

 

A Campus Connection User ID and Password are required to use many of the library resources from off-campus. 

 

Information for Online students and faculty 

http://www.lib.depaul.edu/infofor/OnlineLearners.aspx 

 

 

Information for Faculty 

http://www.lib.depaul.edu/infofor/Faculty.aspx  

 

 

Introduction to the School for New Learning and SNL Online 
The School for New Learning (SNL) was founded in 1972 by DePaul as an alternative college designed specifically for adults to 

meet the unique and focused educational needs of adult students. Since its inception, the college has featured an individually 

designed educational program for each student. At SNL, adult students have the opportunity to design their own customized 

B.A. program requirements with the assistance of a faculty mentor and a professional advisor who works in the field that the 

student selects as the focus of his or her program. 

 

Renowned for its innovative approach to teaching the adult student, SNL has earned international acclaim as a leader 

in the field of education for adults.  SNL has been named one of six "Best Practice" institutions in North America by the 

Council for Adult and Experiential Learning.  The American Productivity and Quality Center has recognized SNL for its 

individualized education of adult students. 

 

DePaul University became one of only seven colleges or universities worldwide to be granted ñNon-Governmental 

Organizationò (NGO) status by the United Nations Department of Public Information.  Granted through DePaul's 

School for New Learning, NGO status allows DePaul's representatives to attend UN conferences and meetings 

designated for NGOs.  

 

http://www.lib.depaul.edu/
mailto:sschultz@depaul.edu
mailto:hjagman@depaul.edu
http://www.lib.depaul.edu/infofor/OnlineLearners.aspx
http://www.lib.depaul.edu/infofor/Faculty.aspx
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{b[Ωǎ /ŜƴǘŜǊ ŦƻǊ 5ƛǎǘŀƴŎŜ 9ŘǳŎŀǘƛƻƴ ό/59ύ ǿŀǎ Ŝǎǘŀōƭƛǎhed in 2001, and changed its name in 2007 to SNL Online.  Just as the 

University has 4 campuses in the Chicago area that offer SNL programs, SNL Online offers the programs and courses through a 

fully distance format.  Students can complete the entire SNL B.A. degree without ever needing to come to a campus.  However, 

for those students in the Chicago area, the program can be completed through a combination of online and on-campus learning 

activities. For students taking joint degrees with other DePaul schools, such as the B.A.G.B. (BA in General Business with 

Commerce), B.A.C (BA in Computing, with CDM), and the B.A.E.C.E. (BA in Early Childhood Education, with the School of 

Education), the SNL competences can all be taken online.  

 

In 2008, the SNL graduate programs began offering their required seminars in a hybrid format, in conjunction with SNL Online. 

For more information, see http://snl.depaul.edu/Programs/GradPrograms/Graduate_Programs.asp.  

 

Students completing their degrees through SNL Online are offered all the same services and privileges as those students 

attending on campus classes. SNL Online students are able to get all of their advising, library and other student services through 

email, web-based applications and toll-free phone service. For example, students can get email and webinar writing help from 

the DePaul Writing Center at http://condor.depaul.edu/~writing/, tools to support SNL-specific work at the SNL Writing Guide 

http://www.snl.depaul.edu/writing/, and student services through live chat and phone support at DePaul Central at 

http://depaulcentral.depaul.edu/.  

 

SNL Online is considered by the School as simply another campus ς one that happens to be virtual. The quality of the experience 

of students in SNL Online is a top priority for the faculty, staff and administrators in terms of providing a community of learners.  

While students do not get a chance to meet and share a cup of coffee together, they do have many opportunities to network 

and interact through both course and non-course based forums and activities. 
 

Faculty, students and staff within the SNL community are dedicated to individualized student-centered education in a 

collaborative learning environment.  Programs are individually oriented and designed with the mentorship of resident faculty.  

SNL eȄǘŜƴŘǎ ǘƘƛǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŀ ŘƛǾŜǊǎŜ ǎǘǳŘŜƴǘ ǇƻǇǳƭŀǘƛƻƴ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ±ƛƴŎŜƴǘƛŀƴ 

personalism. 

 

By focusing on the outcomes of learning, SNL enables students to integrate their experience with the values and traditions of the 

liberal arts.  It teaches the skills of communication, self-direction, reflection, critical thinking and creative problem solving that 

ŀǊŜ ŜǎǎŜƴǘƛŀƭ ŦƻǊ ǎǘǳŘŜƴǘǎΩ ǇŜǊǎƻƴŀƭ ŀƴŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ƎǊƻǿǘƘ ƛƴ ŀ ǿƻǊƭŘ ƻŦ ŘȅƴŀƳƛŎ ŎƘŀƴƎŜΦ 

 

In response to adult ǎǘǳŘŜƴǘǎΩ ƴŜŜŘǎ ŀƴŘ ŎƻƴŎŜǊƴǎΣ {b[ ƛǎ ŘŜŘƛŎŀǘŜŘ ǘƻ ǘƘŜ ŎƻƴǘƛƴǳƛƴƎ ŜǾŀƭǳŀǘƛƻƴΣ ǊŜǾƛŜǿΣ ŀƴŘ ǊŜƴŜǿŀƭ ǊŜǉǳƛǊŜŘ 

in an academic program that is designed to prepare its students to be informed, productive contributors to their civic, social, and 

economic communities. 

 

As an international leader in the design and delivery of competence-based learning for adults, SNL also promotes ongoing 

scholarly investigation and dissemination within the larger educational community.  These are important contributions to 

shaping policy and curriculum within alternative higher education, in providing learning opportunities in a variety of settings 

within the urban community, and in preparing students to meet the challenges of change in their personal and professional 

lives. To suppoǊǘ ǘƘŀǘΣ {b[ hƴƭƛƴŜ ŦŀŎǳƭǘȅ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ 5ŜtŀǳƭΩǎ ¢ŜŀŎƘƛƴƎ /ƻƳƳƻƴǎ ŀǘ http://teachingcommons.depaul.edu/. 

They are also eligible for support to attend conferences; for information, see the Professional Development Funds Request form 

on this page http://www.snl.depaul.edu/People/Faculty_Forms/index.asp.  

http://snl.depaul.edu/Programs/GradPrograms/Graduate_Programs.asp
http://condor.depaul.edu/~writing/
http://www.snl.depaul.edu/writing/
http://depaulcentral.depaul.edu/
http://teachingcommons.depaul.edu/
http://www.snl.depaul.edu/People/Faculty_Forms/index.asp
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The Role of the Course Instructor 
 

Extensive research has found that a deep and meaningful educational experience is nurtured when the instructor and course 

ŘŜǎƛƎƴ ǘƻƎŜǘƘŜǊ ŜǎǘŀōƭƛǎƘ ǘƘǊŜŜ ƪƛƴŘǎ άǇǊŜǎŜƴŎŜέΥ 

 

1) {ƻŎƛŀƭ ǇǊŜǎŜƴŎŜΣ ǿƘƛŎƘ ƛǎ άǘƘŜ ŘŜƎǊŜŜ ǘƻ ǿƘƛŎƘ ƭŜŀǊƴŜǊǎ ŦŜŜƭ ǎƻŎƛŀƭƭȅ ŀƴŘ ŜƳƻǘƛƻƴŀƭƭȅ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ƻǘƘŜǊǎ ƛƴ ǘƘŜ ƻƴƭƛƴŜ 

environmeƴǘέΤ 

2) ¢ŜŀŎƘƛƴƎ ǇǊŜǎŜƴŎŜΣ ǿƘƛŎƘ ƛǎ άǘƘŜ ŘŜǎƛƎƴΣ ŦŀŎƛƭƛǘŀǘƛƻƴ ŀƴŘ ŘƛǊŜŎǘƛƻƴ ƻŦ ŎƻƎƴƛǘƛǾŜ ŀƴŘ ǎƻŎƛŀƭ ǇǊƻŎŜǎǎŜǎ ŦƻǊ ǘƘŜ ǊŜŀƭƛȊŀǘƛƻƴ ƻŦ 

ǇŜǊǎƻƴŀƭƭȅ ƳŜŀƴƛƴƎŦǳƭ ŀƴŘ ŜŘǳŎŀǘƛƻƴŀƭƭȅ ǿƻǊǘƘǿƘƛƭŜ ƭŜŀǊƴƛƴƎ ƻǳǘŎƻƳŜǎέΤ ŀƴŘ  

3) /ƻƎƴƛǘƛǾŜ ǇǊŜǎŜƴŎŜΣ ǿƘƛŎƘ ƛǎ άǘƘŜ ŘŜƎǊŜŜ ǘƻ ǿƘƛŎƘ learners are able to construct and confirm meaning through sustained 

ǊŜŦƭŜŎǘƛƻƴ ŀƴŘ ŘƛǎŎƻǳǊǎŜέ ό{ǿŀƴΣ wƛŎƘŀǊŘǎƻƴΣ LŎŜΣ DŀǊǊƛǎƻƴΣ /ƭŜǾŜƭŀƴŘ-Innes & Arbaugh, 2008, pp. 1-2). 

 

When instructors guide an online class to create these three kinds of presence, students tend to learn and be satisfied with their 

ŜȄǇŜǊƛŜƴŎŜΦ !ǎ ŀ {ŎƘƻƻƭ ŦƻǊ bŜǿ [ŜŀǊƴƛƴƎ ό{b[ύ hƴƭƛƴŜ ŎƻǳǊǎŜ ƛƴǎǘǊǳŎǘƻǊΣ ȅƻǳ ƘŀǾŜ ŀ ƴǳƳōŜǊ ƻŦ άƘŀǘǎέ ǘƻ ǿŜŀǊ ǘƻ ŀŎŎƻƳǇƭƛǎƘ 

this. Teaching an SNL Online course involves three kinds of activities: 

1. Class administration includes preparing the class by checking the content, entering your personal introduction and 

contact information, and adding due dates for each assignment or activity into the course. It also includes guiding the 

students through the learning process, by summarizing past work and introducing new work through weekly 

announcements and emails, answering questions, reaching out to non-participating students, and solving problems. In 

some courses it may also include guiding group work, holding webinars, or handling problems with tools outside the 

course environment such as My Math Lab or wikis. 

a. Tip: Respond quickly to direct questions or procedural issues, so as to avoid delays that impede learning.  

 

2. Leading discussion involves creating an environment for reflection, application, and deep cognitive engagement with the 

material, with other students, and with you, the instructor. To do this well, you will need to set clear expectations, read 

the discussions regularly, and support the discussion consistently.  

a. ¢ƛǇΥ .Ŝ ǇƻǎƛǘƛǾŜ ŀƴŘ ŜƴŎƻǳǊŀƎƛƴƎ ǇŀǊǘƛŎƛǇŀǘƛƻƴΦ /ƻƳƳŜƴǘǎ ƭƛƪŜ άǇƭŜŀǎŜ ǎŀȅ ƳƻǊŜ ŀōƻǳǘ ǘƘŀǘςyou have a good 

ǎǘŀǊǘ ǘƘŜǊŜΣέ  άǘƘƛǎ ƛǎ ǾŜǊȅ ǳǎŜŦǳƭέ ŀƴŘ άƴƛŎŜ ǿƻǊƪΗέ ŀǊŜ ƛƳǇƻǊǘŀƴǘ ǘƻ ƭŜǘ ǎǘǳŘŜƴǘǎ ƪƴƻǿ Ƙƻǿ ǘƘŜȅ ŀǊŜ ŘƻƛƴƎ ŀƴŘ ǘƻ 

bring warmth to the cold medium of online. 

b. Tip: Encourage them to discuss among themselves, with your guidance, by giving feedback about doing this. 

That way, they learn from one another as well as from you. 

c. ¢ƛǇΥ ¸ƻǳ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ǇǊƻǾƛŘŜ άǊƛƎƘǘ ŀƴǎǿŜǊǎέ ǘƻ ŀƭƭ ǎǘǳŘŜƴǘ ǉǳŜǎǘƛƻƴǎ ǊƛƎƘǘ away. Sometimes it is best to step 

ōŀŎƪΣ ŎƭŀǊƛŦȅΣ ƻǊ ǎǳƳƳŀǊƛȊŜ ŘƛǎŎǳǎǎƛƻƴΦ {ƻƳŜǘƛƳŜǎΣ ŀ {ƻŎǊŀǘƛŎ ǊŜǎǇƻƴǎŜ ǎǳŎƘ ŀǎ άDǊŜŀǘ ǉǳŜǎǘƛƻƴΗ LΩŘ ƭƛƪŜ ǘƻ ǎŜŜ 

ǿƘŀǘ ǘƘŜ ǊŜǎǘ ƻŦ ȅƻǳ ǘƘƛƴƪ ōŜŦƻǊŜ L ǊŜǎǇƻƴŘΦέ ǿƛƭƭ ǿƻǊƪ ōŜǎǘ ǘƻ ƎǳƛŘŜ ǎǘǳŘŜƴǘ ƭŜŀǊƴƛƴƎΦ 

d. Tip: guide learning bȅ ŀǎƪƛƴƎ ǉǳŜǎǘƛƻƴǎ ǘƘŀǘ ǿƛƭƭ ƭŜŀŘ ǎǘǳŘŜƴǘǎ ǘƻ ŦƛƴŘ ǘƘŜ ŀƴǎǿŜǊΣ ǎǳŎƘ ŀǎ ά²Ƙŀǘ ǿƻǳƭŘ 

{ǘŜǊƴōŜǊƎ ǎŀȅ ŀōƻǳǘ ǘƘŀǘΚέΤ ǎǳƎƎŜǎǘƛƴƎ ŀŘŘƛǘƛƻƴŀƭ ǇǊŀŎǘƛŎŜ ŀŎǘƛǾƛǘƛŜǎΤ ǇǊƻǾƛŘƛƴƎ ŜȄŀƳǇƭŜǎ ǘƘŀǘ ŀƳǇƭƛŦȅ ŀ ǇƻƛƴǘΤ 

asking students to provide examples to reflect on real-world experience; identifying sources of errors and 

misconceptions; and pointing to resources. 
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3. Assessing student work and providing feedback generally involves both formative feedback and summative feedback.  

a. Formative feedback should be developmental, and should include specific information about what is done well 

and how students can improve.  

b. Summative feedback at SNL is done not only with term papers and projects, but also through the end-of-term 

assessment of student competence mastery ς a special assessment tool created for SNL  

 

 

Communicating with students 
Research has found that online courses are more successful when students feel more connection with their faculty and their 

classmates. Because they cannot see you, they only know you are there when you post, email, give feedback, or respond to 

them. It is very important to communicate regularly, and to respond to students in a timely way. This, along with your tone, 

makes them feel that you are a real person who is responsive to their work and ideas.  

 

You will need to build in a variety of opportunities for communication with students. These can include: 

 

 Class Announcements (best practice: 2-3 per week) 

 Discussion Forum, including the Course Q/A for administrative and procedural questions and issues or clarifications 

 Webinar or Chat sessions (optional), through Wimba or a chat tool 

 Phone meetings or conferences 

 Private email (for confidential issues) 

 

Remember, if you have international students you may be limited by time zones and their access times.  

 

Please identify one or two days per week that will serve as your weekend, and inform the students of those days. Keep in mind 

that many of our students work, and therefore do the bulk of their coursework on weekends. We expect that you will monitor 

your class and respond to students daily on all other days of the week. 

 

Online office hours 

You may want to establish one or two time periods a week when you know you will be at your computer so that the students 

will know they can expect a rapid response to emailed queries or to postings made to your discussion forums.   

 

Not all students will bŜ ƛƴ ǘƘŜ /ŜƴǘǊŀƭ ¢ƛƳŜ ½ƻƴŜ ǎƻ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ ǎǘŀƎƎŜǊ ǘƘŜ άƻŦŦƛŎŜ ƘƻǳǊέ ǘƛƳŜǎΦ  LŦ ȅƻǳ ǿƛǎƘΣ ȅƻǳ ŎƻǳƭŘ ŀƭǎƻ 

give your students a phone numberςand timesςŀǘ ǿƘƛŎƘ ǘƘŜȅ Ŏŀƴ ŎƻƴǘŀŎǘ ȅƻǳΦ  ¦ǎŜ ǘƘŜǎŜ άƻŦŦƛŎŜ ƘƻǳǊǎέ ǘƻ ŘŜŀƭ ǿƛǘƘ ƛƴŘƛǾƛŘǳŀƭ 

matters that cannot be addressed in the course discussion forums. 

 

Checking your discussion forums  

Discussion forums are accessed through your course on the Blackboard.  You are expected to check your discussion forums at 

least 5 days a week.  When student participation is intense, you may want to have more than one short session during the day, 

or you may want to check 6 days per week.   

You should not respond to every student posting to the discussion forums but it is your role to consistently monitor, encourage, 

and facilitate discussion. You can answer questions; invite students to compare their work; probe for deeper analysis; refer to 

course and other materials; encourage collaboration; and guide the students to learning. In general, a 7:1 student-to-faculty 
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ratio creates a sense of presence but encourages students to discuss with one another; this will vary depending on the course 

design. 

 

DŜƴŜǊŀƭƭȅΣ ǎǘǳŘŜƴǘǎΩ Ŝ-mail should receive a response within a day (other than during your weekend). 

It is important to respond to student comments or questions, even with a quick note indicating that you received their note.  

When you must be away for an extended period while you are teaching, you must let your students and SNL Online (312-362-

8821, or snlonline@depaul.edu) know as far in advance as is practical. In an emergency, the SNL Online staff can let students 

know when you will return. We can also monitor your course for you. 

You must be very explicit about your availability to students, and to set clear expectations about your responses. 

 

Your Email Address 

 

All SNL Online faculty need to obtain a DePaul email address. If you prefer to not use it, you can simply set up an auto-

forward to your personal email address.  

 

Hotmail and AOL addresses cause significant problems for both students and faculty in our online courses. If you use either 

service, we suggest that you use your @depaul.edu address (obtained from Campus Connection). 

 

You can check to see if your Internet service provider, DSL or cable modem service will allow you to create more than 

one user id and password. If so, we suggest you set up an address strictly for your course (e.g. profdk@comcast.net) and 

tell students to use that address for all private communications with you (re: grades, course progress, etc.).   

 

If you change your preferred email address, please inform the SNL Online at snlonline@depaul.edu, and please make 

sure that you change your preferred address on Campus Connection, under Demographic Portfolio (on the left hand 

navigation bar). 

 

E-Mailing Students 

Your Blackboard course has an email distribution program built into it. Please use it to contact your students. It is 

available as soon as the student enrolls in your course in Campus Connection; enrollments are uploaded into the 

.ƭŀŎƪōƻŀǊŘ ǎȅǎǘŜƳ ŘŀƛƭȅΦ !ƭƭ ǎǘǳŘŜƴǘǎ ŀǊŜ ŜƳŀƛƭŜŘ ŀǎ ŀ άōŎŎέ ŦƻǊ ǘƘŜ ǎŀƪŜ ƻŦ ǇǊƛǾŀŎȅΤ ƛŦ ǎŜǾŜǊŀƭ ǎǘǳŘŜƴǘǎ ŀǊŜ ǎŜƴǘ ŀƴ ŜƳŀƛƭΤ 

they will only see your address as the sender. 

 

Some email servers, most notably AOL and MSN, treat incoming mail from Blackboard as spam. In addition, many 

students change their email address but fail to update the information on Campus Connect. These are significant 

problems that will affect student success! This may happen with your DePaul email as well, so you should check your 

ǎǇŀƳ ōƻȄ ŘŀƛƭȅΣ ŀƴŘ ŎƭƛŎƪ ǘƻ άŀŎŎŜǇǘ ŜƳŀƛƭέ ŦǊƻƳ ŜǾŜǊȅ ǎǘǳŘŜƴǘ ŀŘŘǊŜǎǎΦ {ǘǳŘŜƴǘǎ Ŏŀƴ Řƻ ǘƘŜ ǎŀƳŜ ŦƻǊ ȅƻǳǊ ŜƳŀƛƭΦ 

 

Please send an initial email to all students in your class and ask them to confirm their email address. Then post the email 

as a class Announcement, and ask them to get in touch with you right away if they did not receive the email. They can 

ǎŜǘ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀǎ ŀ άǘǊǳǎǘŜŘέ ǎƛǘŜ ǘƻ ŀǾƻƛŘ ōŜƛƴƎ ōƭƻŎƪŜŘΣ ŀƴŘ Ŏŀƴ ƳƻŘƛŦȅ ǘƘŜƛǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ /ŀƳǇǳǎ /ƻƴƴŜŎǘ 

so that you can reach them; for help with these, contact the Technical Contact Center at 312-362-8765.  

 

mailto:snlonline@depaul.edu
mailto:profdk@comcast.net
mailto:snlonline@depaul.edu
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If you have not heard back from your students within a few days, you can check with them individually to be sure they 

are receiving class mailings. You can find their phone numbers through the Campus Connect roster, or email them 

privately. 

 

When to use announcements, discussion, chat, email, gradebook/assignment feature, group feature or phone 

You have several communication options available to you.  Deciding which one to use is the key to students feeling like they 

have sufficient access to your attention: 

 

Use the announcements to 

 Keep students on the same schedule 

 {ǳƳƳŀǊƛȊŜ ǘƘŜ ƭŀǎǘ ǿŜŜƪΩǎ ŜǾŜƴǘǎΣ ŀƴŘ ǇǊŜǇŀǊŜ ǘƘŜƳ ŦƻǊ ǘƘŜ ƴŜȄǘ ǿŜŜƪΩǎ 

 Alert students to changes or upcoming class activities or events 

 Back-up key emails in case the students cannot receive your emails 

 .ǊƛƴƎ ǘƘŜ ŎƭŀǎǎΩǎ ŀǘǘŜƴǘƛƻƴ ǘƻ ŀƴȅǘƘƛƴƎ 

 

Use the public discussion forums to 

 Respond to frequent or likely questions to the entire class, just as it would be done in a classroom setting 

 Explore a topic, over time 

 Make a decision or come to a conclusion, given some time 

 Establish which students will take responsibility for which items (when students are working collaboratively 

in groups or teams) 

 Back-up your emails in case the students cannot receive your emails 

 

Use email to 

 Send messages to direct students to the class, and reminders any time you want to reach the entire class 

quickly.  

 Do NOT use email to manage the flow of work; use the Announcements instead. You can click a button on 

the Blackboard announcement feature to automatically send a copy of any announcement as an email. 

 Post copies of any all-class emails, either in the Announcements or in a discussion forum. 

 

Use individual email to 

 Send a private message directly to a student 

 

Use the telephone 

 ²ƘŜƴ ǎǘǳŘŜƴǘǎ ǿƻƴΩǘ ǊŜǎǇƻƴŘ ǘƻ ŜƳŀƛƭΣ ǇƛŎƪ ǳǇ ǘƘŜ ǇƘƻƴŜ ŀƴŘ Ŏŀƭƭ ǘƘŜƳΦ   

 If it seems like students are getting upset or misperceive communication from you or someone else. 

 Do not give your students your cell phone number unless you expect them to use it. 

 aƻǎǘ ŎŜƭƭ ǇƘƻƴŜ Ǉƭŀƴǎ ƘŀǾŜ ŦǊŜŜ ƴƛƎƘǘǎ ŀƴŘ ǿŜŜƪŜƴŘǎΦ /ŀƭƭ ǎǘǳŘŜƴǘǎ ŘǳǊƛƴƎ ȅƻǳǊ ǇƭŀƴΩǎ ŦǊŜŜ ǘƛƳŜǎΦ   

 If you give your home phone number to your students, also give them your acceptable times to call  
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Use phone conferences or Wimba class webinar 

 For students and Instructors who want a more personal experienceτmany Instructors use phone 

conferences as an introductory, get-acquainted experience 

 Wimba is an alternative to phone conferences. It is built into Blackboard; contact snlonline@depaul.edu to 

have it turned on in your course. It allows VOIP (free) voice participation; however, you must have a headset 

and microphone to use VOIP. You can use it with a webcamera, or without one. You can talk, share 

resources, use a whiteboard, etc.. 

 

Use the Drop Box, Discussion Grading, and Gradebook within the Blackboard course 

 Receive student assignments 

 Provide individual, private feedback to students so they can improve 

 Provide grades or other formal assessments so students know how they are doing in the course 

 

Use Blackboard Groups 

 To allow groups of students to collaborate and communicate with you and one another 

 Use the email, document sharing and private group discussion features 

 

Use Instant Messenger programs 

Many students use synchronous chat programs so you could use publicly available chat programs (AOL Instant Messenger, 

Yahoo! Messenger, MSN Messenger or ICQ) as on optional way:  

 to hold an informal, on-line meeting   

 ŦƻǊ ƛƴŦƻǊƳŀƭ άƻŦŦƛŎŜ ƘƻǳǊǎέ 

 as a means to encourage community-building discussion between students 

 

Note 

 Do not use informal modes of communication like Chat for distributing critical information 

 Do not require attendance at chat sessions, even if you use them as part of your course 

 

VOIP 

 There are a number of programs available that allow you to telephone via the Internet. The newest version of the free 

Yahoo Instant Messenger for Windows has this facility built in. It requires the used of a microphone and speakers, or a headset 

with a microphone.  Http://www.skype.com is an inexpensive program that requires you download a small piece of software, 

but allows free calling among members of their network. 

 

Resources for Supporting Discussion  

 

See tips on both course design and technology on the DePaul Blackboard support pages maintained by the DePaul ITD 

group: 

http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/CourseDesignTips/CommunicationTips/  

 

Bedard-Voorhees, A. (2005). Increasing engagement for online and face-to-face learners through online discussion 

practices. The Cross Papers Number 8, Phoenix: League for Innovation in the Community College. 

mailto:snlonline@depaul.edu
http://www.skype.com/
http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/CourseDesignTips/CommunicationTips/
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Preparing to Teach Your Course 
Here is a timeline/checklist that will help you get your course off to a smooth start. 

 

 

As Soon as You Know You Will Be Teaching 

Ç Training: School for New Learning, Technology and Course Instruction 

If this is your first time teaching an SNL Online course, please do the following: 

 

Visit this web page and explore the links to learn about teaching as a Visiting Faculty for the School 

for New Learning: http://snl.depaul.edu/faculty/visiting_index.asp 

 

Visit this web page and follow the steps for faculty training:  

http://www.snlonline.depaul.edu/site/current/fornewfaculty.asp#   

 

 

 

At Least One Month Before the Quarter Starts 

 

 

Ç 

 

Submit New Hire Paperwork, obtain User ID, Password 

Be sure you have returned your contract and new hire paperwork. Make sure that you have a Campus 

Connection user id and Password to access your course. Jenny Prey jprey@depaul.edu (312-362-8108) can 

give you your DePaul Employee ID once your paperwork has been processed. 

 

Ç Campus Connection Credentials 

If you do not have a Campus Connection username and password, call the University Help Desk at 312-362-

8765, identify yourself as a Visiting Faculty Person, give them your DePaul employee ID and ask them to set 

up your credentials. 

 

If you have any problems with the process, please contact Shirin Kadwani at 312-362-5441 

 

You will use your Campus Connection password to  

 Obtain your class rosters 

 Obtain access to your Blackboard courses  

 Submit your grades 

 Update your demographic information for the University when necessary 

 View your online pay stubs and access the DePaul Library databases from off-campus locations 

 Access the Library and other DePaul services 

 

Ç Course Materials 

As soon as you have access to the Master version of your online course on http://oll.depaul.edu, 

please read over all sections carefully to familiarize yourself with the course materials, the 

http://snl.depaul.edu/faculty/visiting_index.asp
http://www.snlonline.depaul.edu/site/current/fornewfaculty.asp
mailto:jprey@depaul.edu
http://oll.depaul.edu/
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assignments and discussions, the grade book, and the way the course has been structured. See if 

anything is missing or if you have any questions. Also identify the sections of the course that you 

will need to modify with your own information (e.g., Course Schedule, Faculty Bio, etc.)  

 

You should receive information about how to obtain a desk copy of the course textbook(s) and any 

other materials needed for the course from  Janine Komornick at jkomorn@depaul.edu. If you do 

not receive them, please contact snlonline@depaul.edu.    

 

Please review all your online course materials at the beginning of each quarter to make sure they 

are correct and complete. 

 

 You will be expected to conduct the course as it has been designed, with the exception of 

modifying course discussions when contemporary events occur that pertain to, and/or can enrich 

the content of the course.   

 

If there are questions regarding the course, they should be directed to Lisa Ramos-Torrescano 

(eramost@depaul.edu) or Beth Rubin (brubin1@depaul.edu), to your Instructional Designer, or to 

the course author. 

 

 Student Course Materials  

Students order their textbooks and other course materials, as listed in the course syllabus from the 

DePaul online bookstore MBS Direct at  http://www.mbsdirect.net. These materials include 

textbooks and any other materials necessary to complete the course.   

 

mailto:jkomorn@depaul.edu
mailto:snlonline@depaul.edu
mailto:eramost@depaul.edu
mailto:brubin1@depaul.edu
http://www.mbsdirect.net/


{ŎƘƻƻƭ ŦƻǊ bŜǿ [ŜŀǊƴƛƴƎ hƴƭƛƴŜ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜ 

 14 

At Least One Week Before Preview Week (2 Weeks Before Term Start) 

 

 

Ç 

 

Course Access 

The actual course that you will instruct from will be available to you two weeks before the quarter 

starts, one week before Preview Week when students have access.  Please log in and check over with 

the course materials and the resources already in place. 

 

Please click through all parts of the course, and all links, to make sure that they are active. If you find 

any problems, contact your Instructional Designer or snlonline@depaul.edu.  

 

Ç 

 

Class Roster 

Your most recent roster will always be available to you from https://campusconnect.depaul.edu/  

 

²ƘŜƴ ȅƻǳ ƭƻƎ ƛƴΣ ŎƘƻƻǎŜ άLƴǎǘǊǳŎǘƻǊέ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ŀǘ ǘƘŜ ǘƻǇ ƭŜŦǘ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴΦ   

 

Rosters come in two formats.  

 LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ά{b[ wƻǎǘŜǊέΣ ŀƴŘ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ ǉǳŀǊǘŜǊΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ǊƻǎǘŜǊ ǘƘŀǘ 

provides you with a list of the students in your course, regardless of the competences they 

are signed up for.   

 

 LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ά/ƭŀǎǎ wƻǎǘŜǊέ ŀƴŘ ǎŜŀǊŎƘ ŦƻǊ the current quarter, you will find there are 

several rosters for your course.  Each roster lists just one competence and the students that 

are signed up for it.  If your course is offered for a total of four competences, then there will 

be a total of four different rosters.  This is designed to simplify your record keeping. 

 

Please note that students can add courses until the end of the first week of the quarter and can drop 

courses until the end of the second week of the quarter. 

 

 

By Preview Week (One Week Before Term Start) 

 

 

Ç 

 

Add a personal welcome. 

It helps students to know that you are waiting for them to begin. 

  

Ç Faculty Bio 

Post your own personal introduction and, if you like, add a picture so students can visualize you. 

You can add any image you like: a cartoon, a picture of your family, some place that you like, etc.  

 

Ç Enter Dates into the Course Schedule 

Please check each assignment, and insert exact dates into the schedule showing when all 

mailto:snlonline@depaul.edu
https://campusconnect.depaul.edu/
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assignments are due. You may  have two dates for discussions ς one for the first post, and one for 

all posts ς to encourage a strongly interactive discussion. 

 

Ç Set up the Blackboard Discussion Forums 

Please access the Discussion section of your Blackboard course and make sure that the discussion 

forums are set up as you would like them. You should have the following course discussions:  

 Introductions,  

 Course Q&A 

 

Think of your forums as some of the different conversational spaces in your classroom.  These 

initial course forums should stay open for the duration of your course and accommodate the 

managerial and administrative aspects. These should not be set up for grading 

 

Ç Introductions 

Post your own personal introduction and invite students to introduce themselves to each other.  

This gets the students interacting and contributing immediately.   

 

You can copy over your biography from the Faculty Bio, use a short version, or discuss course-

relevant experience. Then ask students to post their own introduction, and reply to at least a few 

of their classmates. 

 

To start the process of establishing community and commonality, you can ask a question like 

ά²Ƙŀǘ ǿŀǎ ǘƘŜ ƭŀǎǘ ƳƻǾƛŜ ȅƻǳ ǎŀǿ όōƻƻƪ ȅƻǳ ǊŜŀŘύ ŀƴŘ Ƙƻǿ ǿƻǳƭŘ ȅƻǳ ǊŀǘŜ ƛǘΚέ ƻǊ άLƴ ȅƻǳǊ 

dreams, if you had a gift certificate for $500 from <choose your location>, what would you use it 

ŦƻǊΚέ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǳǎŜ ŀƴȅ ƻǘƘŜǊ άƛŎŜ-ōǊŜŀƪŜǊέ ǘŜŎƘƴƛǉǳŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘΣ ƻǊ ŘŜǾŜƭƻǇ ŀƴ 

ice-ōǊŜŀƪŜǊ ǊŜƭŜǾŀƴǘ ǘƻ ȅƻǳǊ Ŏƭŀǎǎ ǘƻǇƛŎΣ ǎǳŎƘ ŀǎ ά5ŜǎŎǊƛōŜ ǘƘŜ ǎƳŀǊǘŜǎǘ ǇŜǊǎƻƴ ȅƻǳ ŜǾŜǊ ƳŜǘΦέ 

 

Ç 

 

Course Q&A 

This is where the management and administrative business of the course can be discussed.  This is 

where students can ask process questions about the course, the nature of tests and other 

assessments, about the competences and their relation to the course, etc.  Content questions go in 

the discussions that you will create for the individual modules of your course. 

 

Set up a topic in the discussion and post into it messages sent to students via email. 

 

Ç 
 

Other Forums 

Many discussion forums will be established for you. Some Instructors also find it useful to open a forum 

where the topics for the final paper/report etc. for the course can be discussed, student topics can be 

posted and refined, etc. You are free to create other forums as they are needed. 

 

If you are assessing students based on their discussion, please be sure to modify the discussion forum to 

enable grading. Select the number of points for each discussion; these can later be weighted to represent a 

smaller amount. For example, you can set each discussion to 10 points, but weight all discussions to 



{ŎƘƻƻƭ ŦƻǊ bŜǿ [ŜŀǊƴƛƴƎ hƴƭƛƴŜ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜ 

 16 

contribute 25% of the course grade. Enabling grading will automatically create an entry in the Grade 

/ŜƴǘŜǊΣ ŀƴŘ ǿƛƭƭ ŦŀŎƛƭƛǘŀǘŜ ȅƻǳǊ ǊŜǾƛŜǿƛƴƎ ŜŀŎƘ ǎǘǳŘŜƴǘǎΩ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ ŦƻǊǳƳΦ 

 

Ç Customize the Grade Book 

Please ensure that the grade bood is set up the way you want it. You can modify the appearance, hiding 

any item that you do not wish to grade, or changing the grading scheme (e.g., from points to Pass/Fair or 

letter grades). Please do not delete or change the names of any graded items; this will break the links in 

your course. 

 

 

 

Three Days Before the Quarter Starts 

 

Ç 

 

Edit/add message to Q&A Discussion for Student response 

You will receive from Dr. Rubin a sample first and second message for you to post in your course and 

email to your students.  Please read it carefully and tailor it to fit your course.   

 

Copy and paste the text of this message into a post to the Announcements so that latecomers to your 

course will also have the information.  That message will ask students to send an email to you at your 

course email address to acknowledge receipt, so start to check that address, and check the student names 

against your roster. Check the box in the Announcement to automatically send a copy of the email to all 

students. 

 

Ç 
 

Check the Discussion 

As soon as students start posting their introductions, please comment or acknowledge them in some way 

so they will know that you are there and welcoming them.  They cannot see you and need reassurance 

that you are attending to what they are saying.  After that, inform students that you will not be 

responding to every post, but rather guiding their discussions; they are responsible for responding to one 

another. 

 

 

 

Day 1 of the Quarter 

 

Ç 

 

Module 1 

Create an announcement, and send it by email, to direct students to the first discussion topics and 

assignments. (You can move the early discussions down to the bottom of the forums as the course 

progresses).  Get the students immediately involved in the content of the course, even though the 

first assignments may not be due until the end of the second week.  All the interaction that 

ordinarily would occur in your classroom takes place in your course discussions ς this is where all 

the excitement and collaborative learning takes place.   
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First Week of the Quarter 

 

Ç 

 

Check Discussions Frequently 

Start checking your course discussions daily.  This is a good time to acknowledge contributions 

promptly so students get a sense that you are there and attending to them.   

 

Encourage students to use the Course Q&A discussion on Blackboard and not to email general 

course-related questions to you personally.  If you do receive course-related questions, you can 

post such questions back to the Discussion, and/or post Announcements, with your responses. 

 

 

Ç 

 

Students with Disabilities 

Post a reminder to the Course Q&A discussion that students with disabilities that may require 

accommodation within the course, should identify themselves privately to you as early in the course as 

possible.  They can be referred to Dr. Rubin or directed to the Office of Students with Disabilities 

(http://condor.depaul.edu/officeofstudentswithdisabilities/aboutus.html) or to their offices at the Loop 

campus (Lewis Center Room 1450) or at Lincoln Park at 2250 N. Sheffield, Room 307 for assistance. 

 

 

 

After the Last Day to Add Courses 

 

Ç 

 

Obtain Class Roster 

Obtain the latest roster from Campus Connection and make sure that you have heard from all of 

the students registered for your course, either by individual email or on Blackboard. Please check 

to make sure that they are only registered for 2 competences per course; if they have registered 

for 3, they must drop one. Check their incoming email addresses against your roster to make sure 

that your roster is correct.   

 

If students do not respond to your emails, or if the address they are posting from is different from 

the one on your roster, please send them an email to find out what is stopping them from 

participating. Please contact SNL Online about any non-responsive students 

(snlonline@depaul.edu).  Students may only use one email address for the course. 

 

Students who do not appear in your course by the second or third week of the courses should 

be referred to SNL Online for administrative action. 

 

 

 

Weekly 

  

http://condor.depaul.edu/officeofstudentswithdisabilities/aboutus.html
mailto:snlonline@depaul.edu
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Ç Post weekly Announcement about course progress 

Students respond well to a weekly post summing up the prior week and reminding them of 

upcoming assignment dates. If you wish, you may also email students a message to notify them to 

check the Announcement. Please grade any incoming work within a week or so of receiving it, and 

give students feedback via the Grade Center. 

 

 

 

At the End of the Fourth Week of the Quarter 

 

Ç 

 

Check Student progress 

Review all student work and discussion contributions to the discussions to determine student 

progress.  If a student appears to be having trouble, please be proactive in contacting them 

directly by email or by telephone.  If you cannot contact them, or they do not respond to you, 

please contact snlonline@depaul.edu for administrative action. 

 

 

Submitting Grades 

 

Ç 

 

Check Due Date for grades 

Please check the University calendar to see when grades are due.  It is usually within one week of 

the end of the term.  All grades are submitted online through Campus Connection.  For instructions 

see the section on submitting grades below. 

 

mailto:snlonline@depaul.edu
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Ç Incomplete Grades 

Incomplete grades are granted to students only in exceptional circumstances that occur after the drop 

deadline of the course, which is generally in the seventh week of class.  If circumstances prevent the 

student from completing the course before the end of the seventh week of class, the student should drop 

the course and receive a "W" or withdrawal grade for the course.  If a situation arises after the drop 

deadline that prevents the student from completing some of his or her assignments, the student is to 

contact the instructor immediately to discuss options.   

 

The granting of the incomplete grade is not automatic and the instructor when making the decision to 

grant an incomplete will consider several factors.  1) Has the student participated appropriately in the 

course discussion and submitted previous assignments on time?  2) Does the nature of the situation 

prevent the student from continuing with the course? 3) Does the nature of the course content and 

activities lend itself to being completed after the course concludes? Keep in mind that students can be 

asked to read and summarize discussions, and proved their personal analysis or perspective, in papers 

written after the course has concluded and email them to you.   

 

This grade is NOT to be used for students who are failing the course when they ask for the Incomplete, or 

who have not participated in the discussion or kept in touch with the instructor. The appropriate grade for 

that is an FX. 

 

If the instructor approves the incomplete, a contract specifying what needs to be completed in a time 

frame not to exceed two quarters after the quarter of enrollment is completed; we recommend a few 

months at most; although this is up to you and the student. A copy of this contract should be submitted to 

{b[ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜΦ LƴŎƻƳǇƭŜǘŜ ƎǊŀŘŜǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ǊŜǎƻƭǾŜŘ ǿƛǘƘin this time frame will be 

automatically converted to an "F" and may not be re-opened. 
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Course Instruction 
SNL Online courses are authored by content matter experts who may or may not be the same person who teaches learning in 

the course.  The courses are based on the SNL Competence model and designed to ensure that assessable learning outcomes are 

stated, resources provided, practice activities developed, including interaction in discussion forums, and assessments are 

designed to assist students in acquiring the competences for which they are taking the courses.  Instructors are encouraged to 

bring topical material into class discussions as the occasions arise. 

 

Courses are designed to offer up to four competences; students will typically register for one or two competences.  Instructors 

must keep track of the competences for which students have registered to ensure that they complete the correct assessments 

throughout the course.  Where an assessment applies to all, or only some of the competences in the course, it is noted in the 

course materials and syllabus. 

 

Discussions 

You can create additional discussions to accommodate information of a topical nature that may serve as examples or 

case studies of theories or principles of the course.  For instance, in our Infectious Diseases course there is a constant 

stream of new information concerning SARS that is pertinent to the course so one or discussion forums could be created 

to hold the new information and the discussion surrounding it. 

 

Interaction 

Discussion among you and your students in online courses makes the difference between a quality course and an 

online correspondence course.  Discussion encourages students to rehearse, argue, reflect on and critique the 

understandings they have gained in their personal study.  Discussion allows you to determine the extent to which 

students are understanding and applying course concepts and acquiring course-specific skills, and allow students to 

plan for application of course concept to their daily lives.   

 

Conversation online must be carefully thought through and planned to engage students with you and with each other, 

and encourage interaction with course content and resources.  Satisfying online conversations do not just happen - 

they take considered input and direction.   

 

What follows are suggestions for you to consider while planning and organizing for the discussion your course. 

 

Become thoroughly familiar with the features of the Blackboard Course Management System  

 You are likely to be the first person the students ask for help when they run into technical or access problems.  

Everyone will feel more confident if you can address the inevitable technical inquiries and know where to refer 

those that extend beyond your expertise. 

 

 Read the section below on ñTechnical Support Servicesò 

 

Give students time to adjust to the technology 

 All courses start with a simple assignment ï have your students post their introductions.  This will give students 

who do not have much experience with online learning, or our course platform, a chance for an early success with 

the system. That will motivate and encourage their subsequent use.  

 



{ŎƘƻƻƭ ŦƻǊ bŜǿ [ŜŀǊƴƛƴƎ hƴƭƛƴŜ LƴǎǘǊǳŎǘƻǊΩǎ DǳƛŘŜ 

 21 

 Most courses do not expect students to turn graded work in until the end of the Drop/Add period or some students 

will start out behind, through no fault of their own.  It can be daunting. 

 

 Be generous with Welcome messages and topic starter messages with "START HERE" in their subject lines. 

 

 Expect a range of computer skills among your students.  Some students will be apprehensive and confused. 

Others will be very experienced - suggest THEY become 'coaches' and respond to other student's questions.  

Keep an eye on them as they do. 

 

 Tell students what to do, directing them to different tools such as the Schedule. 

 

 Direct students to ñCollectò multiple posts, so they can read everyoneôs post in context. Refer them to the tutorials 

in the Technical Help section of their course. 

 

Plan Your Conversational Spaces 

 Decide how many concurrent electronic conversations - or "topics" - you want your students to contribute and 

respond to at any one time.    Remember YOU will also have to read and keep up on all of them. 

 

 You can break each Moduleôs discussion into several topics or the sheer number of posts in one topic can become 

overwhelming and unwieldy.  

 

 A summary that weaves the students' comments into a cohesive whole concludes a discussion topic in a tidy 

manner.  Decide if you will do this, or if you will assign this task to students.   

 

 Consider dividing some of your topics into smaller conversational groups of 5-7 people, with their own Group to 

area; this includes private discussion, document sharing and email. 

 

 State by what day/time comments must be posted. For extended discussion, set a date for the first post, and 

another date by which all posts must be made.  

 

 Set clear requirements for the minimum number of posts you expect, and provide guidelines for quality (e.g., 

define ñsubstantiveò posts, and provide examples or a rubric.) 

 

 Plan to respond to students' process questions in the Q&A discussion. 

 

 Respond to individual students privately ONLY when it concerns course performance, personal reasons for late 

assignments, or advising matters.  

 

Coach your students in how to communicate online 

 At the beginning of the quarter, either invite your students to set discussion behavior guidelines, or state your 

expectations for appropriate online communication style. For example: Other studentsô command of the facts, their 

opinions, beliefs, and logic are all fair game; PEOPLE are not. Do not assume that students know how to conduct 

online conversations in a collegial manner.  Set and agree upon guidelines up front. 
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 Some students do not realize that their comments sound condescending or sarcastic.  Discuss this and other 

disruptive behaviors with them via private email. 

 

 Deal with disruptive communication behavior privately and immediately.  At the same time, restate for the class the 

communication rules under which the class functions. 

 

 Text does not carry the tone and nuances of face-to-face interactions.  Students read messages through their own 

perceptions, so misinterpretation is both easy and common.  This can result in angry or harsh responses that 

derail conversation, and can cause hard feelings that take a long time online to sort out. 

 

 Suggest when a student reads a comment that angers or confuses them that they take a deep breath, and 

respond with something like the following: 

When I read <quote> I understand you to mean < state interpretation>.  Do I understand you correctly? 

Model this technique yourself - you can diffuse 'flame wars' before they get started. 

 

 The size and resolution of most computer screens make reading large blocks of text uncomfortable and we tend to 

read about 30% slower on-screen.  Long sentences and long paragraphs - solid blocks of text - are difficult to 

follow and feel like someone droning on in the classroom.  It can also slow down the conversation and take it off 

track. 

 

 Conferencing thrives on short sentences, brief paragraphs, bulleted lists, and generous use of white space. Take 

the lead in modeling these in your responses to students. 

 

 Keep your declarative comments brief - the definitive word from the Prof is more likely to stop discussion than 

encourage it. 

 

Interactivity is what makes online learning  

 Plan to keep your conversational spaces active and interactive.  This is how students can take advantage of 

the collective knowledge and experience of the group. 

 

 Post a general welcome message and tell students where and how to start work. 

 

 Silence - or not posting = invisibility in an online course.  

 

 Instructor invisibility = panicked students 

 

 Specify how often students should post - and attach points to it.  Heuristic: students post their own response 

and comment on the response of at least one other student per topic. 

 

 Your questions or discussion starters should encourage thoughtful and focused responses. Devise discussion 

starters that do not have one 'right' answer.   

 

 Relate your discussion starters clearly to course materials/topics. 
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 Do not respond every time a student posts.  Encourage students to respond to each other or you will be 

conducting more one-on-one tutorials than you have time and energy for. 

  

 Redirect discussion by using probing questions rather than statements. 

 

 Debate encourages discussion - arrange for students to take and defend different perspectives.   

 

 Solicit or pose conflicting opinions - too much agreement makes for dull discussions. 

 

 Play devil's advocate by taking an opposite position (gently) and asking why it is not just as valid.  Point out 

logical flaws or holes in arguments. 

 

 Divide your students into very small groups (2-5 students).  Explain and demonstrate the criteria you use to 

assess papers.  Encourage students to share and critique each others' drafts 

 

Check your class discussions frequently 

 This means, at the beginning of the quarter, log on at least once a day, and up to twice a day if discussion is 

very intense. As the quarter progresses you should always monitor and respond to discussions once a day 

during the work week.   

 

 If you will not be reading discussions over the weekend, tell your students in advance. 

 

 At the beginning of the quarter especially, students will quickly become frustrated if their questions do not 

receive a prompt response.  Tell students what your response time will be - and DO IT. 

 

 Start the quarter by scattering comments and questions frequently - this encourages discussion and lets 

students know they are being heard, and reassures them that they are 'doing it right.'  Ease off as the quarter 

progresses - they won't notice. 

 

 If you have to be gone for more than 24 hours outside of your weekend, tell your students, and SNL Online 

staff in advance. 

 

Encourage students to share their own expertise 

 Adults learn well by 'swapping stories.'  Many of our online students are practicing professionals.  Suggest that 

they draw from, reflect on and share their own experiences. This brings home the relevance of the course 

material to their every day lives.  

 

 Do not TELL students everything.  Set out concepts with your criteria for choosing examples and non-

examples.  Present to students the first one of each.  Have students collect the examples from wherever they 

can find them and share them with each other, critiquing them using the criteria you have stated. 

 

Moving the discussion along 

 ñWeaveò student comments.  Often, when you are reading student comments you will notice several themes 

developing.  Compose comments that draw the strands together, then ends with a question that will help the 

students move to the next step.  
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 When describing the kind of responses required of the students, be explicit about what is considered a quality 

response. Simple agreement or disagreement that does nothing to contribute new information or to move the 

discussion along is insufficient. 

 

 All input that students make needs to be supported.  Agreement and disagreement need to be in the form of "I 

agree, because . . ." or "I disagree because  . . ." followed by a citation from the text, readings, other course 

and information resources, personal knowledge or experience etc.   

 

DǊŀŘƛƴƎ {ǘǳŘŜƴǘǎΩ 5ƛǎŎǳǎǎƛƻƴ /ƻƴǘǊƛōǳǘƛƻƴǎ 

 

There are several ways in which this can be done, from a very simple 1 point for each posting to find discrimination of 

the content. 

 

To move responses beyond the ñme, too!ò or ñI agree,ò we suggest you give the students points or acknowledgement 

for responses that contain one or more of the following: 

 

1. Offering up ideas or resources and inviting a critique of them 

2. Asking challenging questions 

3. Articulating, explaining and supporting positions on ideas 

4. Exploring and supporting issues by adding explanations and examples 

5. Reflecting on and re-evaluating personal opinions 

6. Offering a critique, challenging, discussing and expanding ideas of others 

7. Negotiating interpretations, definitions, and meanings 

8. Summarizing previous contributions and asking the next question 

9. Proposing actions based on ideas that have been developed 

 

¢ƘŜ ŀōƻǾŜ ƭƛǎǘ ǿŀǎ ŀŘŀǇǘŜŘ ŦǊƻƳ Dƛƭƭȅ {ŀƭƳƻƴΩǎ ōƻƻƪ E-moderating: The key to teaching and learning online. London: Kogan 

Page: p. 143. (2000). 

 

Sample Rubric for Assessing Student Postings on the Blackboard 

 

Number 

of Points 

 

Skills 

9-10 

Demonstrates excellence in grasping key concepts; critiques work of others; stimulates discussion; 

provides ample citations for support of opinions; readily offers new interpretations of discussion 

material.  Ideas are expressed clearly, concisely; uses appropriate vocabulary. 

6-8 

Shows evidence of understanding most major concepts; will offer an occasional divergent 

viewpoint or challenge; shows some skill in support for opinions.  Some signs of disorganizations 

with expression; transition working may be faulty. 
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Number 

of Points 

 

Skills 

4-5 

Has mostly shallow grasp of the material; rarely takes a stand on issues; offers inadequate levels of 

support.  Poor language use garbles much of message; only an occasional idea surfaces clearly; 

expression seems disjointed; overuse of the simple sentence and a redundancy with works and 

commentary; paragraphs often appear unrelated to each other.  This student requires constant 

prompting for contributions. 

1-3 
A minimal posting of material.  Shows no significant understanding of material.  Language is mostly 

incoherent.  Does not respond readily to prompting.  

 
!ŘŀǇǘŜŘ ŦǊƻƳΥ .ŀǳŜǊΣ WΦCΦΣ ŀƴŘ !ƴŘŜǊǎƻƴΣ wΦ{Φ ά9ǾŀƭǳŀǘƛƴƎ {ǘǳŘŜƴǘǎΩ ²ǊƛǘǘŜƴ tŜǊŦƻǊƳŀƴŎŜ ƛƴ ǘƘŜ hƴ-[ƛƴŜ /ƭŀǎǎΦέ  Lƴ wΦ9Φ ²ŜƛǎǎΣ 5Φ{Φ YƴƻǿƭǘƻƴΣ ŀƴŘ .Φ ²Φ {ǇŜŎƪ 

(eds), Principles of Effective Learning in the On-Line Class.  New Directions in Teaching and Learning, no. 84. San Francisco: Jossey-Bass, 2000.   

 

 

 

Encouraging Active Learning 

Even though the course that you are facilitating has already been developed, you have the flexibility to add active 

learning activities to your course discussions, or, in some courses, the Assignments if they are not already part of the 

course.  Strategies and activities for active learning can include: 

 

Debates Critiques Interviews 

Role plays Debates Case studies 

Skill practice Simulations Journal keeping 

Group or panel 

discussions 

Socratic dialogs: students asking the 

questions of each other 

Problem-solving, 

given real-life 

situations 

Presenting course 

material to each other 

Preparing summaries Discovering and 

sharing 

resources 

 

These activities do not need to be extensive and can enhance and complement the existing components of the course 

and elaborate on contemporary events. If you add assignments, be sure to add them to the Course Schedule and 

Assignments area. 

 

Correcting and Returning Student Work 

Students submit their assignments to Instructors by the Blackboard interface, which faculty access through the Grade Center.  

Faculty can compose feedback in a word processor, if short, and then copy and paste the text into the Comments box in the 

Blackboard Grade CeƴǘŜǊΦ !ƭǘŜǊƴŀǘƛǾŜƭȅΣ ȅƻǳ Ŏŀƴ ǳǎŜ ά¢ǊŀŎƪ /ƘŀƴƎŜǎέ ǘƻ ƳƻŘƛŦȅ ŀƴŘ ŀŘŘ ŎƻƳƳŜƴǘǎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ²ƻǊŘ ƻǊ 

Excel files. 

 

.Ŝǎǘ ǇǊŀŎǘƛŎŜ ŦƻǊ ŦŜŜŘōŀŎƪ ƛƴŎƭǳŘŜǎ ǎǳƳƳŀǊȅ ǇŀǊŀƎǊŀǇƘǎ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊΣ ƛƴŎƭǳŘƛƴƎ ŀǘ ƭŜŀǎǘ ŀ ŦŜǿ ǎǇŜŎific 

positive elements and a few specific items to improve. More details can be indicated within the body of the document, using 

άǘǊŀŎƪ ŎƘŀƴƎŜǎέ ƻǊ άŎƻƳƳŜƴǘǎΦέ  {ŜŜ ǘƘŜ aƛŎǊƻǎƻŦǘ ²ƻǊŘ IŜƭǇ ŦŜŀǘǳǊŜ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΦ 
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If you prefer not to work on screen but to print out papers and correct them by hand, please go back and enter the comments 

and corrections into the electronic document and send them back to students through the Grade Center interface, or directly 

into the Grade Center Comments box. 

 

Working with Teams or Groups 

This can be an important part of the collaborative learning process for students.  However, students often express dismay at the 

ǘƘƻǳƎƘǘ ƻŦ ǿƻǊƪƛƴƎ ƛƴ ƎǊƻǳǇǎ ƻƴƭƛƴŜΣ ŀƭǘƘƻǳƎƘ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ άƎŜǘǘƛƴƎ ǘƻƎŜǘƘŜǊέ ǘƻ ǿƻǊƪ ƛƴ ŀƴ ƻƴƭƛƴŜ ǎŜǘǘƛƴƎ ƛǎ ƭƻƎƛǎǘƛŎŀlly 

considerably easier than arranging multiple schedules to make face-to-face meetings possible.  Do not assume that students 

know how to work together online any more than they do face-to-face. Consult SNL Online Instructional Design staff for 

resources that can be provided to students to give them guidance for working together online. 

 

Establishing Teams 

Team placement depends on the goal of the project.  Instructors need to accommodate entering skill levels, and this can 

be done in different ways.    For example, placing complementary skill sets and experience levels together allows 

students to learn more from one another than they might in homogeneous groups.  

 

Team Size 

Optimal team size is 3 to 5 people.  Try to have teams all about the same size to avoid a larger workload for people on 

smaller teams.  Teams larger than five can be difficult for students to manage.  

 

Team Projects 

Many Instructors find that assigning groups or teams to a course assignment is an effective teaching and evaluation 

technique for online education.  This contributes to each student increasing his or her acquisition of the L-7 

Collaborative Learning competence.   Teamwork provides an excellent environment in which students interact in a 

meaningful way with classmates, often teaching and learning from each other.  It is usually easier and more productive 

for a Instructor to interact with several teams than with individual students. 

 

A unique aspect of online group work lies in the ease of evaluation.  Unlike group work conducted face-to-face settings 

ǿƘŜǊŜ ƭƛǘǘƭŜ ƻǊ ƴƻǘ ǊŜŎƻǊŘ ŜȄƛǎǘǎ ƻŦ ƛƴŘƛǾƛŘǳŀƭ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ Ŧƛƴŀƭ ǇǊƻƧŜŎǘΣ ǘƘŜǊŜ ƛǎ ŀƴ ŜƭŜŎǘǊƻƴƛŎ ΨǇŀǇŜǊ-ǘǊŀƛƭΩ ǿƘŜƴ 

work is conducted in a discussion specifically set up for that purpose. Groups are easily set up in Blackboard, although it 

is a two-stage process involving first creating groups, and then assigning students to each group. Students can only see 

the group to which they have been assigned.  Teams can be assigned activities such as: 

 

 Problem solving and working through case-studies 

 Preparing a summary of a paper or a presentation 

 Completing a research assignment for an online presentation 

 Preparing and discussing a position statement and responses as part of an online debate 

 

The Derek Bok Center for Teaching and Learning at Harvard University has prepared extensive informational material 

about working with students in groups.  See: http://bokcenter.fas.harvard.edu/docs/wigintro.html  

 

http://bokcenter.fas.harvard.edu/docs/wigintro.html
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For instructions on how to set up groups in Blackboard, see the SNL Online Blackboard Resources Website: 

http://www.snlonline.depaul.edu/site/current/facultytechnologyresources.asp. See also the DePaul University 

Blackboard Help pages about groups: 

http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/CourseDesignTips/GroupTips/ (Note that 

resources are in the right hand navigation bar). 

 

 

University Policy Concerning Final Assessment 

According to University policy, there must be a final examination, paper, project or exercise in every course.  The preferred 

method of assessment is a paper or project of sufficiently broad scope as to represent a secure grasp of the competence within 

the context of the subject matter of the course, demonstrated in college-level writing and critical thinking.  The SNL Assessment 

fƻǊƳΣ ǿƘƛŎƘ ŦŀŎǳƭǘȅ Ŧƛƭƭ ƻǳǘ ƻƴ ŜǾŜǊȅ ǎǘǳŘŜƴǘ ŀŦǘŜǊ ǘƘŜȅ ŎƻƳǇƭŜǘŜ ŀ ŎƻǳǊǎŜΣ ŀǎƪǎ ŦƻǊ ŀƴ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǿǊƛǘƛƴƎ ǎkills 

and recommendations for additional writing support.  

  

Suggesting Improvements or Adding/Deleting Course Materials 

Instructorǎ ǎƘƻǳƭŘ ŦŜŜƭ ŦǊŜŜ ǘƻ ǎǳƎƎŜǎǘ ƛƳǇǊƻǾŜƳŜƴǘǎ ǘƻ ŎƻǳǊǎŜ ŦƻǊƳŀǘ ƻǊ ƳŀǘŜǊƛŀƭǎ ǘƻ {b[ hƴƭƛƴŜΩǎ LƴǎǘǊǳŎǘƛƻƴŀƭ 5ŜǎƛƎƴ ǎǘŀŦŦΣ 

especially as some courses are in the process of revision. The addition of some topical or contemporary content is expected, in 

the form of posting of copyright-cleared articles, newspaper clips, or the description of examples and anecdotes, consistent with 

on-going course discussion. The addition and/or deletion of materials that will substantially change the structure or objectives of 

the course requires the review and permission of the Instructional Designer and the course author. Faculty who teach courses 

authored by others should feel comfortable getting in touch with course authors to go over suggestions for modifying or 

updating courses. The decisions rest with the course authors. 

 
Faculty development  

SNL offers numerous opportunities to develop your teaching skills, technology skills, and understanding of the SNL 

program and competence-based learning. The SNL Visiting Faculty committee schedules semi-annual training for all 

visiting faculty. If you live in the Chicago area, please plan to attend. If you are remote, you may be able to attend 

virtually. SNL Online will communicate occasional developmental opportunities as well. 

 

5ŜtŀǳƭΩǎ LƴǎǘǊǳŎǘƛƻƴŀƭ 5ŜǎƛƎƴ ŀƴŘ 5ŜǾŜƭƻǇƳŜƴǘ όL55ύ ƻŦŦŜǊǎ ǘǊŀƛƴƛƴƎ ƛƴ ƻƴƭƛƴŜ ǇŜŘŀƎƻƎȅΣ ŀǎ ǿŜƭƭ ŀǎ Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ 

ǿŜōƛƴŀǊ ǘƻƻƭ ά²ƛƳōŀέ ǘƻ ƘƻƭŘ ǎȅƴŎƘǊƻƴƻǳǎ ǊŜƳƻǘŜ ǎŜǎǎƛƻƴǎΦ ¢ƘŜǎŜ ǘǊŀƛƴƛƴƎǎ ŀǊŜ ƻŦŦŜǊŜŘ ŜƴǘƛǊŜƭȅ ƻƴƭƛƴŜ ǘƘǊƻǳƎƘ 

Blackboard; for more information or to sign up, go to http://www.idd.depaul.edu/dots/DOTS2.html  

 

Lƴ ŀŘŘƛǘƛƻƴΣ 5ŜtŀǳƭΩǎ LƴǎǘǊǳŎǘƛƻƴŀƭ ¢ŜŎƘƴƻƭƻƎȅ {ǳǇǇƻǊǘ όL¢{ύ ŘŜǇŀǊǘƳŜƴǘ ƻŦŦŜǊǎ ǊŜƎǳƭŀǊ ŎƭŀǎǎŜǎ ƛƴ .ƭŀŎƪōƻŀǊŘ ŀƴŘ ƻǘƘŜǊ ƭŜŀǊƴƛng 

tools, as well as customized one-on-one trainings. For more information or to sign up, go to: 

http://www.itd.depaul.edu/website/faculty/Training/default.asp.  

 

SNL Adjunct faculty are expected to attend at least one developmental activity annually.

http://www.snlonline.depaul.edu/site/current/facultytechnologyresources.asp
http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/CourseDesignTips/GroupTips/
http://www.idd.depaul.edu/dots/DOTS2.html
http://www.itd.depaul.edu/website/faculty/Training/default.asp
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The Online Course  
 

Login and Password 

Use your Campus Connect login and password. If you do not know it or need for it to be re-set, contact the Technical Contact 

Center at 312.362.6486. 

 

Go to http://oll.depaul.edu 

 

 
 

 

 

 

 

 

 

 

 

 

http://oll.depaul.edu/
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/ƭƛŎƪ ƻƴ ά¦ǎŜǊ [ƻƎƛƴέΦ Lƴ ǘƘŜ ƴŜǿ ǎŎǊŜŜƴΣ ǘȅǇŜ ƛƴ ȅƻǳǊ /ŀƳǇǳǎ /ƻƴƴŜŎǘ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘΥ 

 

 
 

 

You will see the courses you are enrolled in. If you click on the Courses tab on the top of the page, it will show the details of 

every course including the full course and section number and term. 

 

Blackboard Resources  

The SNL website has a page of resources that you can use to learn to use the Blackboard Course Management system. Please go 

to this URL: http://www.snlonline.depaul.edu/site/current/facultytechnologyresources.asp. There are interactive tutorials and 

other materials. You will find directions for how to insert your Faculty Bio, use the Collect button to manage discussions, use 

Announcements, the Grade Center, create groups, and use other Blackboard tools.  

 

 For more information and links to sign up for training, go to the DePaul Blackboard page: 

http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/default.asp.  

http://www.snlonline.depaul.edu/site/current/facultytechnologyresources.asp
http://www.itd.depaul.edu/website/faculty/TechnologyTools/Blackboard/default.asp
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You may practice using the Blackboard Tools in thŜ {b[ {ŀƴŘōƻȄ ŎƻǳǊǎŜΦ ¢Ƙƛǎ ŎƻǳǊǎŜ Ƙŀǎ ōŜŜƴ ǎŜǘ ǳǇ ǘƻ ŀƭƭƻǿ ȅƻǳ ǘƻ άǇƭŀȅέ ǿƛǘƘ 

the tools; only faculty and staff have access, so you do not need to worry about affecting the student experience. 

 

Click on the name of your course to enter it. 

 

Your Course  

When you first log into your course, you will find your course materials already in place in the Syllabus, Course Schedule, Course 

Modules, Discussion, Assignments, and other areas.  

 

If you have concerns about any aspects of the online course, or find problems such as typos, missing or incorrect links, missing 

documents, etc., contact Lisa Torrescano at eramosto@depaul.edu. 

 

 

Advising Services 
 

SNL Advising Staff 

SNL advisors are available to assist prospective and continuing students with academic and career related decision making, 

ǇƭŀƴƴƛƴƎ ŀƴŘ ǎŎƘŜŘǳƭƛƴƎΦ  ¢ƘŜ ŀŘǾƛǎƛƴƎ ǎǘŀŦŦ ŀǎǎƛǎǘǎ ǎǘǳŘŜƴǘǎ ƛƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǘƘŜ {ŎƘƻƻƭ ŦƻǊ bŜǿ [ŜŀǊƴƛƴƎΩǎ ŎǳǊǊƛŎǳƭǳƳ ŀƴŘ 

program options, how to get started with the process, admissions requirements and registration procedures.  Advisors assist 

students to understand the nature and philosophy of SNL's competence based system, what is involved in developing individual 

program plans and how to access information pertaining to their programs.   

 

Faculty Mentors 

For those students who have a Faculty Mentor, please refer them to the mentor with questions related to the appropriateness 

of taking your course and/or the best competencies to take in the course.  Each student's learning plan is unique and involves 

completing competencies through SNL courses, transfers and experiential learning.  Therefore, the mentor has a good 

understanding of what has been completed by the student as well as future plans to complete competence requirements.   

 

Professional Advisors 

Students work with a second person that assists them in developing and completing their learning plans.  This person is called a 

Professional Advisor or PA.  The PA is a person who works in the field that the student has chosen to pursue as a Focus Area in 

the program.  To be a PA, a person needs to have at least a Master's degree in the field he or she is working in and significant 

work experience in this area. SNL students often find professional advisors while networking in their intended fields of focus.   

 

However, you may be approached to serve as a student's PA if your experience and professional background are in an 

appropriate area.  If you are approached to be PA and are interested, the student will provide information from the Faculty 

Mentor on how to proceed.  Being a PA is a very rewarding experience and provides an excellent opportunity to gain a unique 

perspective of the SNL program and the student experience that greatly enhances your experience with teaching in the program.       

 

The professional advisor should have a good understanding of the field the student wishes to pursue in order to recommend 

appropriate coursework, projects, certifications, association memberships, internships, research or other learning experiences to 

prepare them to work in the field.  In many cases, student Focus Areas and professional advisors come from business related 
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backgrounds.  However, the student may develop a focus area that addresses any professional area including traditional 

academic topics such as history or literature. 

  

Technical Support Services 
 

Help Desk 

 

The Technical Contact Center (TCC) is prepared to field all technical questions from you and your students. You can speak to a 

technical support representative live by telephone during those hours, email will be answered within 24 hours during the 

workweek, within 48 hours over the weekend. 

 Phone the TCC at 312-362-8765 (Monday - Thursday 8 AM to 8 PM, Friday 8 AM to 5 PM, Saturday 8 AM to 4 PM, 
Sunday Noon to 4 PM). The TCC is closed during all university holidays. 

 Submit a case ticket through Campus Connect. Instructions to access the ticketing system are found in the Tech Support 
section of all SNL Online courses. 

 Email the TCC at tcc@depaul.edu.  
 

Internet Service Provider 

You will need consistent, high speed access to the Internet to teach SNL Online courses. We suggest you invest in a high-speed, 

broadband connection.  You will be online many hours a week and the faster your connection, the faster your work will go. 

 

Hardware and Software Requirements 

You will need consistent access to or have at home the following technology: 

 

 

SNL Online courses are designed to make your online learning experience as rich and rewarding as possible. To best access and enjoy 

the podcasts videos and interactive media in your course we recommend these specifications. 

mailto:tcc@depaul.edu
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Minimum Recommended* 

Internet Connection 

Access to high-speed network connection (DSL or cable) Access to high-speed network connection (DSL cable, or 

fiber optics) 

IBM Compatible Computers 

Pentium IV computer  Dual Core computer 

Operating System: Windows XP Operating system: Vista 

Memory: 512 RAM Memory: 2 Gigabytes RAM 

Hard drive: 60 Gigabyte Hard drive: 120 Gigabyte 

Sound card and speakers Sound card and speakers 

Headset with microphone that plugs into your sound card 

(not a USB connection) 

Headset with microphone that plugs into your sound card 

(not a USB connection) 

Monitor with 1024 x 728 pixel resolution or better Monitor with 1024 x 728 pixel resolution or better 

Printer Color Printer 

Internet Browser: Internet Explorer 6.0 Internet Browser: Internet Explorer 7.0 or Firefox 3 

Macintosh Computers 

Note that a few classes involve external software; these elements may not be supported by Macintosh systems. 

Operating System: 10.0 Operating System: Leopard 

Internet Browser: Firefox 3 Internet Browser: Firefox 3 or Safari 

Other features comparable to above 

*   If you are purchasing a computer 

 

The following are internet browsers NOT CURRENTLY SUPPORTED: AOL, Prodigy  

SNL Online courses are designed to make your online learning experience as rich and rewarding as possible. To best 

access and enjoy the podcasts, videos and interactive media in your course, we recommend these specifications. 

 
 
In the future, courses may require newer browser versions.  Therefore, you should regularly update your browser(s) to take 

advantage of their new features. Check this page for updated technical requirements:  

http://www.snlonline.depaul.edu/CourseMasters/snlOnlineCourseAssets/TechRequirements.html.  

 

E-mail Account Requirement 

 

You must have an Internet e-mail account.  All SNL Online faculty need to establish a depaul.edu email account; you may choose 

to use it for your DePaul teaching, or you may set it up to automatically forward all messages to a different email account. All 

DePaul email accounts use a sophisticated spam filtering system, called Postini. All emails that are identified as potential spam 

are routed to a separate location; this sometimes happens to emails from students that have been sent via Blackboard. So you 

http://www.snlonline.depaul.edu/CourseMasters/snlOnlineCourseAssets/TechRequirements.html
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need to check it daily when you teach. You can read about it here: http://is.depaul.edu/communication/email/spam.asp, and 

watch a tutorial here: http://www.postini.com/webdocs/mc_resources/faq_inter/faq_inter_en/engage.html.  

 

Hotmail and AOL mail are NOT recommended as their spam filters often refuse passage to emails from the course email lists 

and messages with attachments. 

 

 

Administrative Matters for Instructors 
Contracts  

Contracts are issued before the start of the quarter.  You will receive two original contracts for each course you are scheduled to 

teach.  Please sign and return one original; the other is for your records.   If you do not receive a contract at least ten days before 

the start of the quarter, please contact the SNL Online director.  The language of the online contracts is different from on-

campus contracts because our expectation of course Instructors differs from expectations for classroom instructors.   

 

Cancellations  

In the event that the course you are scheduled to teach does not fulfill enrollment requirements, SNL Online staff may decide to 

cancel the section.  Due to the nature of SNL registrations and enrollment patterns, this could happen up until the day that the 

quarter is scheduled to start.  If you submitted a sign contract before the cancellation, you will receive a $150 cancellation 

stipend ($50 for the Learning Assessment Seminar). 

 

Course Caps  

Online courses demand more of a course InstructƻǊΩǎ ǘƛƳŜ ŀƴŘ ƳƻǊŜ ŜȄǘŜƴǎƛǾŜ ŀǘǘŜƴǘƛƻƴ ǘƻ ŘŜǘŀƛƭΦ  This is why we strictly honor 

the established course caps.  There may be a few instances, however, when you are asked to take an additional student(s).  If 

you agree to take students beyond the established course cap, you will be compensated for each additional student, after the 

last date to drop courses.  

 

Compensation  

For quarter classes, course Instructors are paid in five installments, always via direct deposit.   Please be sure that you have your 

direct deposit in place before the quarter starts so you can be paid in a timely manner.  Payment schedules are sent with 

contracts. 

 

Address Changes 

If any of your addresses (home, work or email) change please advise snlonline@depaul.edu so that they can be updated in our 

ǎȅǎǘŜƳΦ ¸ƻǳ Ƴǳǎǘ ŀƭǎƻ ƳƻŘƛŦȅ ȅƻǳǊ άǇǊŜŦŜǊǊŜŘέ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ /ŀƳǇǳǎ /ƻƴƴŜŎǘƛƻƴ ǎȅǎǘŜƳΦ [ƻƎ ƛƴǘƻ /ŀƳǇǳǎ /ƻƴƴŜŎǘΣ ŀƴŘ Ǝƻ ǘƻ 

the Demographic Portfolio page (accessible on the left hand navigation bar). Go to the email page, enter your new email 

ŀŘŘǊŜǎǎΣ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άǇǊŜŦŜǊǊŜŘέ ōƻȄΦ !ƭƭ ŜƳŀƛƭ ŦǊƻƳ .ƭŀŎƪōƻŀǊŘ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ǝƻ ǘƻ ǘƘŀǘ ŀŘŘǊŜǎǎΦ  

 
 

SNL Faculty Resources 
 

For general SNL faculty resources, see http://snl.depaul.edu/People/Faculty_Resources/index.asp.  

http://is.depaul.edu/communication/email/spam.asp
http://www.postini.com/webdocs/mc_resources/faq_inter/faq_inter_en/engage.html
mailto:snlonline@depaul.edu
http://snl.depaul.edu/People/Faculty_Resources/index.asp
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Writing Resources 

If students have difficulty with writing, please refer them to resources. These include: 

 Writing Workshop. This is an intensive SNL Online course where they can focus on a few key issues and improve their 

writing skills. 

 SNL Writing Guide, which includes examples of SNL projects, links and information about academic writing at SNL: 

http://snl.depaul.edu/writing/index.html  

 5ŜtŀǳƭΩǎ /ŜƴǘŜǊ ŦƻǊ ²ǊƛǘƛƴƎ-Based Learning, where students can email quick questions; email papers for editing; or make 

an appointment for a real-time, web-based session with a writing tutor: http://condor.depaul.edu/~writing/.  

 

You can find many resources to support writing in SNL courses at the SNL Writing Resources wiki: 

http://snlwriting.pbworks.com/ .  

http://snl.depaul.edu/writing/index.html
http://condor.depaul.edu/~writing/
http://snlwriting.pbworks.com/
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Submitting Grades using Campus Connection 
Check the University Calendar (http://oaa.depaul.edu/what/calendar.jsp) for the final submission date for course grades. 

 

The following example uses the Winter 2003 quarter. 

 

To access Campus Connect go to http://www.snl.depaul.edu 

/ƭƛŎƪ ƻƴ ά/ŀƳǇǳǎ /ƻƴƴŜŎǘέ 

 

 
 

 

To login, use your User ID and password. Faculty may look up their User ID and change their password by visiting an ID 

Card Services Office. ID Card Services cannot provide this information by phone or email.  Distance Education professors 

please contact SNL Online directly for ID help.  

 

http://oaa.depaul.edu/what/calendar.jsp
http://www.snl.depaul.edu/
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Click on "For Instructors" 

 

 
 

Click on "Grading" 
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Click on άwŜŎƻǊŘ DǊŀŘŜǎέ 
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{ŜƭŜŎǘ ǘƘŜ ά¢ŜǊƳέ ŦǊƻƳ ǘƘŜ [ƻƻƪ ǳǇ ǘŜǊƳ ƛŎƻƴΣ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴΦ 
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Click on the sections you wish to grade and your grade roster will display.  Remember, each competency has a different section. 

 

 
 

When entering grades, you have two options: 

 

OPTION 1: Type in the grade in the Grade Input ŦƛŜƭŘ ƴŜȄǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ όǘŀō ǘǿƛŎŜ ǘƻ ƎŜǘ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘǳŘŜƴǘύΦ  
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OPTION 2: Select the arrow next to the Grade Input field to display a list of valid grades. 

Grade Input field 


