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	Faculty Guidelines:
Creating or Adapting an Online Course




	Before You Begin
	Familiarize yourself with Sakai, the course-management system at UB. Make an appointment to meet with Terry Ross (tross@ubalt.edu) or  J. Haulsee (jhaulsee@ubalt.edu) in the e-Learning Center as soon as possible. Together, they have been running UBOnline (the online campus of the University) for more than 10 years. Their experiences are invaluable to our faculty.
Call or meet with them early in the development process and keep in touch as you build your course. The UBOnline web site (www.ubonline.edu) also offers many resources for your use.

	
	

	Langsdale Library
	If you need help finding good web sites to support your content or you'd like to add reserve materials to your course, speak with one of the librarians in the Langsdale Library. They are a great resource for UB faculty.

	
	

	Minimal Course Standards
	UB has been a leader in online education for more than a decade. We were the first university to offer a fully online, accredited MBA degree. Since that time, we have added other online degrees to our offerings. Our online programs are consistently ranked among the best in the country.
We take our role as online educators seriously. Therefore, we have developed minimal standards that all online courses must meet. [Please note: some schools or departments may have more stringent requirements, but the guidelines listed here are the minimal allowable for enrolling students in a fully online course.]

	
	

	Required Features
	Your course is ready for students when it contains:
· An updated syllabus (with the current semester's dates)
· A detailed outline of the weekly sessions for the entire semester
· Discussion questions for the first several weeks of the semester
· Assignments for the students to complete
You must have some weekly content and not just PowerPoint slides. Unlike face-to-face classes for which you prepare “week by week,” the work for web classes is done “up front.”  However, you do not have to reveal all of the weekly sessions to students at the start; the e-Learning Center can tell you how to do that gradually.

	
	

	Syllabus
	[bookmark: _Hlt9329010]Your syllabus should be complete and provide the following information to your students:
· Course information
· Instructor information
· Course learning objectives
· Required readings and materials
· Course policies
· Grading criteria
· Available UB support services
· UB's academic policies
You will also need to include information specific to an online course:
· How often you expect the students to respond/comment/initiate discussion?
· How and when the students can expect you to respond/comment/initiate discussion?
· How should students submit an assignment (through the Assignments area, in the Discussion Forum, or via email)?
In general, the University expects that both the instructor and the students be in an online course regularly. You should be present and respond regularly. This does not mean 24/7. But be clear with your students on how quickly they can expect you to respond to questions.


	
	

	Weekly Sessions
	Sakai has a menu option called weekly sessions. This is really where the course itself is located. It will contain 8, 10, or 15 weekly sessions, depending on the semester format in which you are teaching. It is here that students should find ALL the content for each session of your course. These sessions should be fully developed—this is the equivalent of your course lectures and schedule. Students who have the textbook and course materials should be able to come here and learn the entire course content. It should be ready to go; you can’t “wing” an online course.


	
	

	Discussion Forums
	In most courses, there is some time devoted to discussion, and the discussion forum section facilitates the learning. Good instructors formulate good discussion questions and both direct and monitor discussions among the students.
You can develop your discussion questions for each week of the course and date them to appear when you are ready to use them. You may want to create the discussion forums fully for the first few weeks of the course and then add to it as the course progresses, when you see what sort of group you have.
Discussion forums take the place of face-to-face classroom discussions.


	
	

	Other Considerations
	As you develop your online course, you should think about:
· Where you want students to post their assignments and other contributions to the class. You should decide whether or not students can initiate a discussion topic (or is this something only you can do). 
· The advantages (and disadvantages) of operating your course entirely within the Sakai environment. This can save you a lot of administrative headaches; it can also help in the unlikely event of a legal challenge.
· You (and your students) may use internal messaging or 
your UB email account in Sakai. The OTS Call Center (x6262) can show you how to use your email account efficiently so that you don’t have assignments confused with other e-mails.
· How you will provide students with feedback on their work and with grades. Most course-management systems have a grade book. Do you want to use it?  If not, how will you inform students of their grades and how will you give them feedback?


	
	

	Final Caveat
	Keep in mind that online learning is not the same thing as a self-paced course; neither is it the same thing as an independent study. Therefore, just attaching Microsoft Word or PowerPoint documents to your course is not acceptable. An online course is taught but in a different way than a face-to-face course.
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