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About This Workshop 

 

This is an online workshop which means that it will take place almost entirely online. The 

workshop is delivered using the Blackboard (Bb) online learning management system, and you 

will experience online education firsthand as a student. This is not a self-paced workshop, we 

have assignments and deadlines for each week and will work through the material together. 

However, it is primarily asynchronous, meaning that during the week you can work on the 

discussions and activities at your convenience. Each week there is a checklist with various hands-

on assignments. In addition, you will explore issues related to online course design and facilitation 

by actively participating in online discussions throughout each week.  

 

Workshop Outcomes 

 

By participating in this workshop, you will 1) experience online learning from the student 

perspective, and 2) begin to develop an organized and effective syllabus and course in 

Blackboard.  Specifically, you will: 

 Read about and discuss the current status, common concerns, and opportunities involved 

in online or hybrid teaching.  

 Collaborate and network with colleagues through weekly online discussions and peer 

reviews. 

 Navigate through and complete an online course from the perspective of a student. 

 Compare the various communication mediums available in online or hybrid courses. 

 Identify the types of online teaching and learning activities and ways to organize course 

content. 

 Explore and use at least two multimedia tools. 

 Use the evaluation tools (e.g., assignments, quizzes, rubrics) available within Blackboard.  

 Identify common aspects of a "good" online course. 

 Design the basic structure of a course within Blackboard.  

 Design a syllabus appropriate for an online or hybrid class.   

The workshop materials are centered around the criteria within our Online Course Quality 

Rubric which will be discussed and explored each week, and used at the end of the workshop to 
peer review one another’s online or hybrid courses.  

* A note about hybrid courses. This workshop is designed to assist you in designing an online 

course. You might be developing a hybrid/blended course and can use this workshop to gain 

experience and knowledge about online components and activities. When appropriate, the 
facilitators will try to incorporate information and resources about hybrid/blended courses.   
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Facilitators

 

Kathy Keairns 

Email: kkeairns@du.edu 

Phone: 303-871-4156 

 

Bridget Arend 

Email: bridget.arend@du.edu 

Phone: 303-871-7885

 

Facilitator Expectations 

 

You can expect the following from the workshop facilitators based on regular business hours: 

 Respond to emails within 24-48 hours 

 Available by appointment via telephone, Blackboard chat, or Adobe Connect 

 Facilitate the Discussion Board throughout the week 

 Provide feedback on assignments (within 48-72 hours after deadline) 

 

Readings 

 

The reading for this workshop is from Susan Ko and Steve Rossen’s, Teaching Online, A Practical 

Guide. A complimentary copy of the book is provided to you upon completing the pre-

workshop Syllabus Quiz. The workshop activities are complemented by readings from specific 

areas of the book, and it is recommended that you read the entire book before teaching your first 

online course.   

 

Communication Policies & Procedures 

 

Communicating with your Facilitators: 

For urgent questions or personal matters, please contact one of the facilitators via office phone 

(during regular business hours) or email. We will do our best to respond to questions in a timely 

manner. For non-urgent workshop related questions, post your questions in one of the discussion 

forums described below.  

 

Course Question Policy: 

Please post all non-urgent questions publicly on the discussion board so that all participants can 

benefit from the questions and responses between you and the facilitator(s). Post general course 

questions in the “General Questions” discussion forum and post technical or Blackboard 

questions in the “Blackboard/Technical Support” discussion forum. 

 

Note: Your facilitators may post a one-on-one question in the public discussion forum if other 

workshop participants will benefit from the response. 

 

Completing the Workshop 

 

Participant Expectations 

You should plan to dedicate at least 5-10 hours per week to this online workshop. The amount of 

time necessary varies based upon individual learning needs, the course being developed, 

participant experience with Blackboard, and comfort level with technology. In contrast to a face-
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to-face course where participants come together at one or two designated times per week, online 

participation means checking into the workshop multiple times throughout each week to post 

discussion comments, ask questions, submit assignments, and gather feedback. An online “week” 

runs Monday morning through Sunday night.  

 

Weekly Checklists and Blackboard Assignments 

There are weekly checklists to help you keep track of the assignments. Each checklist includes the 

weekly in-workshop activities, discussion, and Blackboard assignments. You will use your own 

Blackboard course container to post your weekly Blackboard assignments.  

 

Why am I being graded? 

Although this workshop is pass/fail, there are requirements to receive a certificate of completion. 

By the end of the workshop, the goal is for you to create a basic syllabus and online course 

template for the class you will teach online, and for you to explore many of the issues related to 

online teaching by discussing them with peers. The facilitators will provide feedback and assign 

points related to the weekly Blackboard assignments and discussions, and these can be found in 

the “Check Grades” area of the course. These “grades” are being used to give you an idea of how 

you might structure your own grading policy and grade center—you will not get an official grade! 

This workshop is pass/fail only. Successful completion of the workshop means completing the 

requirements below. 

 

Workshop “Pass” Requirements: 

 Complete all workshop activities listed below  

 A or B level participation in online discussions (see rubric below) 

 Design and present a syllabus and course template and review two other courses 

 

You will receive a certificate of completion upon finishing these requirements. 

 

Week Activities Points 
Total for 

Week 

Pre-Workshop 

Introductions Blog 3 

10 points Self-Assessment Quiz  3 

Syllabus Quiz 4 

    

Week 1 

Discussion participation (includes creation of 

course concept map) 
8 

20 points 
Develop ‘Getting Started’ course structure in 

your Blackboard course (see weekly checklist for 

specific Blackboard activities) 

10 

 

Weekly Checklist Quiz 2 

    

Week 2 

Discussion participation 8 

20 points 

Develop communication structure in your 

Blackboard course (see weekly checklist for 

specific Blackboard activities) 

10  

 

Weekly Checklist Quiz 2 

    

Week 3 

Discussion participation 8 

20 points 

Develop grading/assessment structure in your 

Blackboard course (see weekly checklist for 

specific Blackboard activities) 

10 

 

Weekly Checklist Quiz 2 
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Post-

Workshop* 

Presentation of your course (Face-to-face) 10 

30 points 
Review of two other courses (5 points each) 10 

Development of a course structure that meets 

the Online Course Evaluation Rubric standards  

10 

 
*Upon completion of the online portion of the workshop, you will join your colleagues for face-to-face presentations of the 
online courses and complete peer reviews of 2 of their colleagues’ online courses. 

Discussion Participation Expectations 

 

In an online class with no face-to-face meetings, the discussion board plays an important role. It 

provides the primary means of interaction and some say it is where “the class” takes place. 

Because this workshop will not be meeting face-to-face during the week, being present in this 

online format requires you to make your presence known via the discussions and weekly course 

assignments. Just as an instructor might take attendance in the physical classroom, an online 

instructor often monitors attendance by students’ virtual presence. The discussion rubric below is 

designed to encourage you to “attend” class multiple times during each week. 

 

Discussion Rubric 

8 points 

per week 

A-Level Participation  

(7-8 points) 

B-Level Participation  

(5-6 points) 

C-Level Participation 

(4 or less points) 

Quantity of  

Postings  

(4 points 

per week) 

Contributes at least four 

posts to each week’s 

discussion topics. Responds 

to the initial questions 

early in the week and 

contributes to the 

discussion at least two 

other times during the 

week. Comments and 

responds to follow up 

questions and other 

students during the week.  

Contributes 3-4 posts to 

each week’s discussion 

and/or may not respond 

early in the week, 

contribute throughout the 

week, or respond to follow 

up questions or other 

student comments during 

the week. 

Lack of participation 

seen by no posts, 

responding to the initial 

questions near the end 

of the week and/or 

neglecting to respond 

to follow up posts. 

Quality of 

Postings  

(4 points 

per week) 

Postings are clear and 

concise and contribute 

new information or ideas 

to the discussion. Short "I 

agree" posts are fine and 

can help build community, 

but do not count towards 

minimum post 

requirements. 

Postings are relevant to 

the question but do not 

always present new 

information or ideas. 

Postings are unclear, 

not relevant to the 

question, or do not 

contribute new 

information or ideas to 

the discussion. 

 

Discussion Board Guidelines and Norms: 

Please follow these guidelines when participating in the online discussions: 

 Write meaningful subject lines (in emails and discussion threads). 

 If you change or refocus the subject of a discussion thread, change the subject line to 

reflect the new topic. 

 Share your thoughts and experiences as your own. Try not to generalize or speak for 

others. 

 Listen to the content of what others say.  If you don't understand someone's view, ask 

them to explain, don't judge. 
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 Disagreement shows the complexity of these issues and helps us learn. Feel free to 

disagree, but do so in a respectful manner. This is an open forum for all participants to 

brainstorm and explore new ideas.  

 Keep personal information confidential (within this course). 

 

Remember that it is easy to misinterpret written communication. Sometimes written comments 

may inadvertently seem impolite or could otherwise be taken the wrong way – strive to really 

explain yourself and avoid making assumptions about other people’s intentions. 

 

Please note: Contributions to workshop discussions may be used by the Office of Teaching & 

Learning without express consent for the purposes of sharing ideas and knowledge with members 

of the DU community and/or for research purposes. No names or identifiable information will be 

shared or extrapolated without your written consent. 

 

Technical Requirements & Technical Support 

You should have: 

 Reliable access to a computer and the Internet 

 The ability to attach a document to an email message 

 A willingness to invest time and effort learning new teaching and/or technical skills 

 

Blackboard (Bb): 

If you are new to Blackboard, use the Pre-Workshop week to review the Student Orientation 

which provides an overview of Blackboard from the student perspective. Review the tutorials and 

guides in the Pre-Workshop for an overview of teaching with Blackboard and the Technical 

Requirements and Support folder for important information about Bb supported browser 

guidelines and links to required plug-ins for this course. Each week includes tutorials and step-by-

step instructions for completing the weekly Bb assignments. All of the Blackboard tutorials can 

also be accessed via a link on the main TOW menu called “Blackboard Tutorials & Support.” 

Visit http://portfolio.du.edu/blackboard for a comprehensive list of how-to movies, handouts, and 

quick start guides.  

 

If you have questions about Blackboard, post your question in the Blackboard/Technical 

Support discussion forum within the TOW Bb course, call 303.871.2084 during regular business 

hours or email blackboard@du.edu.  

 

Adobe Connect: 

We will be using Adobe Connect for optional live web conferencing sessions/webinars during the 

Pre-Workshop Week  and Week 3.  If you have never attended a Connect meeting, click on the 

link provided in the Pre-Workshop module to test your connection and computer. If you have 

problems, please review the tips provided and if you are unable to resolve the problem, call the 

DU helpdesk at 303.871.4700. 

 

Browser Plug-ins: 

You will need the FREE Flash and Adobe Acrobat Players installed on your computer to view 

some of the workshop materials. Links to the free players are available under the Resources 

area of the Blackboard course. 

 

How’d you do that? 

This menu item within the Blackboard course includes information about how to incorporate 

Blackboard features and other technologies that you'll see in the Teaching Online Workshop into 

your own course. You will see How'd You Do That next to items within the workshop which 

indicates that we have included additional information within this area. If you have any questions 

http://portfolio.du.edu/blackboard
http://portfolio.du.edu/connect
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or suggestions for other tips that should be added, please let us know! If you don't find what you 

are looking for here - check the Tutorials & Support content area within the Blackboard workshop.  

 

Other Technical Questions? 

For technical questions not related to Blackboard or Academic Technologies, call the DU helpdesk 

at 303.871.4700 or email support@du.edu. 

 

General Policies 

Note to TOW learners: This section is primarily included in this syllabus as an example for your 

own syllabus. We don’t expect we’ll be having any problems with honor code violations or 

plagiarism from you! 

 

Honor Code: 

All students are expected to abide by the University of Denver Honor Code. These expectations 

include the application of academic integrity and honesty in your class participation and 

assignments. Violations of these policies include, but are not limited to: 

 

Academic Misconduct 

 Plagiarism, including any representation of another’s work or ideas as one’s own in 

academic and educational submissions. 

 Cheating, including any actual or attempted use of resources not authorized by the 

instructor(s) for academic submissions. 

 Fabrication, including any falsification or creation of data, research or resources to support 

academic submissions. 

 

Students with Disabilities: 

Any student who feels s/he may need an accommodation based on the impact of a disability 

should contact either Bridget or Kathy privately to discuss your specific needs. Please contact the 

Disability Services Program to coordinate reasonable accommodations for students with 

documented disabilities. DSP -- 303.871.2455 / 2278 / 7432. 

mailto:support@du.edu
http://www.du.edu/studentlife/studentconduct/honor_code_2012-2013.pdf
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April 1 – May 17, 2013 

Schedule  

Weeks begin on Monday morning and end Sunday at 11:59 MDT 

Last Revised 3/21/2013 

 

 Topics Activities/Assignments Dates 

 

Pre-

Workshop 

 

Introductions and Getting Started 

Blackboard Orientation as needed (self-paced) 

Syllabus & Schedule 

 

 

Introductions Blog  

Self-Assessment Quiz 

Blackboard Tutorials as needed  

Syllabus quiz 

 

Optional Live Online Event: 

Kick-off Orientation via Adobe  

Connect (1 hour) 

 

 

 

4/1/13-4/7/13 

 

 

 

 

To be determined based 

on participant availability 

 

 

Week  1 

 

1-1: Overview of online education 

1-2: Designing an online course 

1-3: Examples of online courses and online syllabi 

 

 

 

Discussion Participation 

Create a course map 

Blackboard Assignments 

Week 1 Survey 

 

 

 

4/8/13- 4/14/13 

 

 

 

 

 

 

Week 2 

 

2-1: Interaction in an online class 

2-2: Interaction with content: Media and multimedia 

 

 

Discussion Participation 

Blackboard Assignments  

Week 2 Survey 

 

 

4/15/13-4/21/13 
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Week 3 

 

3-1: Assessing Learning Online  

3-2: Assessing the Quality of Online Courses 

 

 

Discussion Participation 

Blackboard Assignments 

Finalize course syllabus and structure 

Week 3 Survey 

 

Optional Live Online Event: 

Guest Speaker Presentation and Q&A 

via Adobe Connect (1 hour) 

 

 

 

4/22/13-4/28/13 

 

 

 

 

To be determined based 

on participant availability 

 

Break 

 

Finish up assignments and prepare for presentations 

and peer review 

 

 

 

 

4/29/13-5/5/13  

 

Post 

Workshop 

Activities 

 

Course Presentations – we will schedule one or two 

sessions for course presentation during these two 

weeks based on participant availability. 

 

 

10-15 minutes course presentation 

with 10-15 minutes for Q&A 

 

 

5/6/13-5/16/13 

  

Peer Course Reviews 

 

Complete 2 peer reviews using the 

OTL’s Online Course Quality Rubric 

 

By: 5/17/13 
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