 BLACKBOARD TEMPLATE FOR DISTANCE LEARNING

(Required)

I. Post announcements

A. Welcome to the class

B. How to get started

C. An overview of how/when assignments will be posted, submitted, graded, etc.

D. Reminders posted when assignment have been added or test/quizzes made available

II. Syllabus

A. Syllabus/Course Outline

B. Verification that students have read syllabus/course outline. This can be email to faculty member

III. Faculty information 

A. Name, title, department

B. Campus and office location

C. Email and phone number

D. Office hours

IV. Assignments

A. Have each distance learning student complete the Self Evaluation for potential online students found on the SVCC website as a first assignment

B. Organize assignments by folders and/or date (Example: Week 1 or Unit 1)

C. Assignments should be given weekly to ensure participation in the class

V. Discussion Board

A. First forum should ask each students to introduce him/herself to the class

B. May be graded or not graded.  If graded, use rubrics

C. May be research oriented, personal opinion, or related to instructional topics

D. Require students to use proper Standard English, grammar, spelling and punctuation.

VI. Grade book

A. Grade work in a timely manner.  If not graded within 1 week, notify students.

B. Post grades regularly.

VII. Help
VIII. External Links

(Optional Best Practices)

1. Remove students from Blackboard who have dropped the class.

2. Make unavailable any navigation buttons on left not needed

3. Add a banner or image of textbook for each course.

4. Use the Performance Dashboard to view last login by students.

5. Use Course Statistics to research summary of usage by students

6. Give explicit instructions for students on how to download files, open links, submit assignments, participate in Discussion Board, etc.

7. check with textbook publisher to see if BB cartridges/ BB testbanks  are available

8. Utilize the Instructional Technologist in using Breeze, adding audio, using Flash, creating PDFs, designing courses, creating tests, converting existing materials to online materials, giving tips and suggestions for improvement of course navigation, using rubrics for grading discussion boards. 

