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Teaching and Learning Online 

  

        Spring Semester 2013 
All meetings except the first day of class will be online unless otherwise announced 

    

      Instructor: Jean Otte 
Phone: (970) 339-6476 
Cell: (970) 397-4873  
Aims email: jean.otte@aims.edu 
Please email me by using the Aims Online course email (Classlist mail) unless you 
have a problem that prohibits you from doing so. 
I will check my email as often as possible. I have limited internet access at home. You 
can expect an email response from me within 24 hours during the week and within 48 
hours on weekends. You can also reach me on my cell phone 970 397 4873 
Aims Online Chat or Telephone Virtual Office Hours by appointment 

Course Description:  
This course will provide students with the knowledge and skills necessary to design, 
develop, and deliver courses in a distance format. It focuses on assessment and 
evaluation methods and techniques to incorporate interactive, collaborative, and 
expanded learning activities.  Current applications using Aims Online (Desire 2 
Learn), a course management system for delivering online courses at Aims, will be 
featured 

The STANDARD COMPETENCIES for this CCCNS course are listed as follows: 

I. Demonstrate skill with distance delivery technologies and the course`s online 
course authoring shell. 

II. Apply effective design principles for online education. 

III. Describe pedagogical and andragogical principles. 

IV. Discover how constructivist learning theory influences the design of online 
courses. 

V. Develop online course syllabi, course materials, assignments, and other relevant 
documents. 

VI. Discuss distance delivery issues such as managing time, policy issues, and dealing 
with challenging situations. 

    

  



VII. Use communication technology tools and techniques effectively. 

VIII. Apply effective teaching strategies for delivering distance education courses. 

IX. Develop formative and summative evaluation and assessment methods to measure 
student learning outcomes, satisfaction, and recommendations for improvement. 

Recommended Textbook: 
Teaching Online 
A Practical Guide 3td Edition 

Susan Ko and Steve Rossen  
ISBN: 978-0415997263 

Course/Grading Policies: 
Since this course is based on student participation, any time you do not participate in 
a required activity, you will receive a grade of 0. Late assignments are allowed a 
maximum of one-half the total points possible. 

This course is designed for the individual learner although group assignments and 
activities are included. The student enrolled in this course will be expected to take 
responsibility for his/her own learning.You should utilize the learning materials 
supplied and share your discoveries and your expertise with your classmates. The 
course requires the completion of 16 activities/assignments. Most 
activities/assignments are worth 100 points. The final project will be worth a 
minimum of 300 points. Grading criteria will be listed with each assignment. 
Generally, you can expect evaluation feedback to be posted within 72 hours of an 
assignment's due date. Announcements on evaluation postings will be made in the 
News widget on the course home page. Final Grade is determined by point totals:  

A=1820-2000 (91%+) B=1620-1819 (81%+) C=1420-1619 
(71%+) D=1220-1419 (61%+) F=below 1220   

Like any three credit hour class, students should expect to spend 
approximately nine hours per week on coursework.  Depending on your 
entry level skills and knowledge this approximation may be a minimum 
or a maximum number of hours that you must spend in order to master 
the course objectives.  

In accordance with college wide policy, "W" WITHDRAWAL: indicates a student's 
withdrawal after the point marking 15% of the course (the drop/refund deadline) and 
before the point marking 75% of the course. After the 75% point, students may no 
longer choose to withdraw from a course, and I will either assign the grade earned or 
complete an "Incomplete" agreement with the student.(See "Stop Out" policy below.) 



 
" F": Assigned if you simply stop coming to class with no notification, or if you earn 
an "F" in your course work. 

No Shows and Stop Outs: 
No-Shows: 
Students enrolled in online classes must complete one or more attendance activities as 
listed by the instructor during the first week of class in order to be counted as 
"attending" the online course. Failure to complete an assigned attendance activity may 
result in the student being dropped from the class. Attendance activities for this class 
are listed in Content Modules, 1.1 Objectives and Directions. 
 
Stop Out: If a student has not logged into the course for a period longer than one 
week (seven days) and/or missed a course activity deadline, I will notify the registrar 
that the student is a “Stop-Out”.  
“Stop-Out” defined: A student who began the class but later stopped attending 
(based on the faculty member's attendance practice) and has not made satisfactory 
arrangements with the instructor or chair. You may be contacted by a retention 
specialist if you are designated as a "Stop Out".  
According to college procedure and federal Title IV regulations, “Stop-Outs” must be 
reported no later than the point marking a two-week absence. If the student withdraws 
before the withdrawal deadline, the grade of “W” will appear. If a student does not 
formally withdraw from the course by the withdrawal deadline, the grade earned at 
the Stop Out date will be recorded. 

" I" INCOMPLETE: an option for instructors when a student has, for good reason, 
been delayed in completing the required work and has satisfactorily completed at least 
75% of the course. It is an agreement signed by both the student and the instructor 
specifically identifying the time frame and requirements for completing the course. If 
not completed within one year from issuance of the Incomplete, the "I" grade will be 
converted to the grade of "F". 

AUDIT: Will only be allowed with permission of instructor. 

Course Overview and Objectives: 
Notes: 
-Begin each module by going to the Content 
page and reading the Objectives and 
Directions file for that module.  
- Assignments for each module will be listed in the module on the Assignments 
page for that module. Most modules will cover one week. All modules, except 
Module 1,  will begin on a Monday. All modules will end on a subsequent 
Monday, with an overlap of one day. 

You can also view a list of all course assignments in the Checklist, the Grades page 



and in the Calendar. 

Module One: Introduction to Online Distance Education (January 15-January 
28) 
After module one, students should be able to: 

1.Find information contained in the course syllabus 
2.Access and navigate the Aims Online course tools 
3.Demonstrate knowledge of basic terms used in distance education  
4. Evaluate an online course based on specified criteria, including learner 
engagement, support of instructional objectives, and organizational design.  

Module Two: Online Course Design (January 28- February 11) 
After module two, students should be able to: 

1. List and describe the steps in developing a web course using a systems design 
model 
2. Give an example of how the targeted students affect the design and content of the 
site 
3. Describe the relationship between the course content and the presentation strategies 
4. Determine how students should interact with course materials (instructional 
strategies) 

Module Three: Course Information and Gradebook SetUp (February 11-
February 18) 
After module three, students should be able to: 

1. Identify, compile, and mount necesary course information into their Aims Online 
course template, including : 

A. Syllabus 
B. Orientation Information 
C. Guidelines and Instructions on the use of Course Tools 
D. Other Applicable Course Information 

2. Set up the grading categories in the template Gradebook 

Module Four: Course Content (February 18-February 25) 
After module four, students should be able to create, compile and upload course 
content into a content unit in the Aims Online template, including 

1. Learning Objectives 
2. Lecture Notes 
3. Hypertext links to external resources 
4. Other content resources (PowerPoints, interactive learning exercises, etc.) 

Module Five: Assignments and Presentations (February 25-March 4) 
After Module five, students should be able to: 

1. Develop pedagogically sound instructional activities that allow students to 
demonstrate mastery of course objectives by submitting a file to the Dropbox 
2. Create and post assignments as graded items in the Aims Online template Dropbox 
that include evaluation criteria 



3. Display the assignment open and closing dates in the Calendar and link to the 
Dropbox in the appropriate Content Module 
4. In the role of a mythical student, submit a file to the Dropbox.  
5. In the role of the instructor, evaluate the submission  and Leave Feedback to the 
mythical student  
6. In the role of the mythical student, view the score on the Grades page and view the 
Feedback on the Dropbox page 
7. In the role of instructor, develop and create student groups for collaborative 
assignments to be presented using the Groups tool   

Module Six: Communication Tools (March 4-March 11) 
After Module six, students should be able to: 

1.Design pedagogically sound instructional strategies that promote student learning 
and communication in an online environment using the following tools: 

A. Asynchronous Threaded Discussion 
B. Synchronous Web Conferencing 
C. Email 
D. Other? 

2. Create and post assignments as graded items in the Aims Online template 
Discussion that include evaluation criteria, open and closing dates, etc. 
3. Display the discussion assignment open and closing dates in the Calendar and link 
to the Discussion topic in the appropriate Content Module 
4. In the role of a mythical student, submit a post to the Discussion topic.  
5. In the role of instructor, use Assess to evaluate a discussion post from the mythical 
student 
6. Explore the instructional uses of a synchronous web conferencing application 

Module Seven: Quizzes and Tracking (March 18-March 25)  
After Module seven, students should be able to: 

1. Write and post quizzes as graded items to the Aims Online template Quiz using 
appropriate test items, weights, time factors, and open and closing dates, submission 
criteria, etc. 
2. Display the Quiz open and closing dates in the Calendar and link to the Quiz in the 
appropriate Content Module 
3. In the role of a mythical student, take a quiz and view the submission in Quiz and 
the score in Grades 
4. In the role of instructor, track students using the Classlist tool 
5. Create a plan for effective assessments in an online course 

Module Eight: Final Project: (March 25-April 8)  
After Module eight, students should be able to mount a complete and functional web 
course online, deliver the course to students and be prepared to conduct a formative 
evaluation of the course. 
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