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BLENDED LEARNING WORKSHOP THREE AGENDA

REVIEW OF DEVELOPMENT TASKS
- Program Coordinators (Carol, Ross, Kim)  Feedback on Contextual Alignment Meetings (Task 1.1)

- Key Information Lists (Tasks 1.2)

- Student and Staff Expectations (Task 2.3)

PEER REVIEW OF COURSES
- Design Studio 3

- Design Studio 4

- Interactive Systems

- Design and Computers 2

- Foundations of Art and Design Education

- Web Authoring

- Advanced Multimedia Authoring

- Digital Video 2

- Art and Museum Education

TUTOR INDUCTION
-	 Confirm	names	and	details	of	tutors	for		Session	2

- Finalise date for tutor induction workshop

- Discussion

STUDENT INDUCTION (WEEK 0 )
-	 Confirm	dates	and	times	for	student	induction	for	each	course

- Discussion

OVERVIEW OF DEVELOPMENT TASKS FOR WORKSHOP 4 (JULy 25 - BRIEFS ONLINE)

ALL COURSE DEVELOPERS AND PROGRAM COORDINATORS TO COMPLETE:
- Finalising Tutors for courses

- Planning for student induction
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MANAGING yOUR ONLINE COURSE COMPONENT

MANAGING yOUR ONLINE COURSE EFFECTIVELy 
No matter how well prepared you are for teaching online for the first time, it does take a little getting 
used to in order to establish a comfortable teaching pattern that suits both yourself and your students. 
Everyone manages their teaching in their own way, and this is the best way to teach. 

We don’t want to prescribe every detail of your online teaching practice; these notes are more of a 
guide to pass on the experiences of other online teachers to help you get into your teaching ‘groove’ 
as soon as you can, so that you can relax and enjoy the experience!

TIMING IS IMPORTANT
One strategy for managing content and keeping students focused that has proved very effective is to 
ensure that Lectures, Briefs, Message Board threads and Pin-up Walls appear for the students only 
when they are relevant.

For example:
Having the entire series of lectures visible could ruin the progression of the course, revealing 
knowledge that you had planned to help students discover for themselves in your assessment 
tasks and Talking Points.

Having future Briefs visible could ruin the groupwork aspects of your assessment, with students 
deciding to rush ahead and complete tasks well before they are ready to.

To keep the students functioning as an active learning community, we suggest 
that they progress through your course at the same pace, giving them the 
chance to form deeper understandings of course material through being 
able to focus on planned incremental stages in their learning, which can lead 
to more engaged discussions, useful reflection and application of previous 
skills and knowledge gained from their study.

This management becomes an important part of your online teaching practice, because by making 
sure that you are laying out a clear path for students to follow, your are keeping them focused on the 
intellectual tasks at hand and not distracting them with issues such as “Which Lecture am I supposed 
to be reading now?!”
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ONLINE TEACHING TIPS

SPENDING yOUR TIME WISELy ONLINE
Perhaps one of the most common issues online teachers face is the dilema of how much time to 
spend online. Because the course is effectively running 24 hours a day, teachers can sometimes feel a 
pressure to respond instantaneously to student postings. 

There was an example of one early COFA online teacher who responded so 
frequently to his students that they began to expect an instant response to any 
post they made - even if it was at 3am!

This over-response also led to a breakdown of communication between 
students because they came to expect answers fromt heir teacher, so they 
stopped collaborating amongst themselves. The teacher had to respond 
constantly to each student in turn, and ended up spending far too much time 
online.

Remember:
• Students can be expected to spend a certain amount of time online per week as part of their 

25 hour per unit of credit study load. 

• You may want to think about how much time you or your tutors spend online as part of their 
teaching load. A balance needs to be reached here.

• Spend about 15 minutes a day every couple of days online. This way students have a chance to 
interact amongst themselves, and you are also able to respond to students relatively quickly. 

• Don’t Spend all of your time online in one block. This can have the effect of frustrating 
students and slowing  activity within the course while students wait an entire week for input 
and answers to questions from you

• Your assessment tasks and discussions have been designed to allow a learning community to 
form amongst students. They can draw upon each other’s knowledge and experience as much 
as they draw upon yours

ESTABLISHING yOUR ExPECTATIONS OF THE STUDENTS FOR THE 
COURSE
Students usually know what to expect from a face-to-face course, but many are not familiar with 
how they should act when part of the course is online. You should take great care to establish your 
expectations of students at the beginning of the course, so that everyone is aware of what is expected 
of them over the session.

One of the most common reasons for poor activity levels within an online course is students failing to 
log into the course on a regular basis. Remember, let them know that they can drop into the course 
for	fifteen	minutes	a	day,	and	that	they	can	make	this	a	habit	like	checking	their	email.	
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The matters you should draw student attention to include:

Attendance / Participation online
This is particularly relevant in terms of REGULAR participation in the course, as you will 
undoubtedly have some students who are less inclined to log-in regularly unless you spell out 
the requirements of the course and the penalties for not participating clearly at the outset.

Make sure that students know that active participation is a requirement for the course, and 
that they are graded on their contributions to discussions AS WELL AS their work in other 
projects (if applicable).

In your course outline that you should upload to your course, this information should be spelled 
out in the Administrative Matters section towards the end of document. 

What Constitutes A Satisfactory Contribution
Often students will not really understand what a satisfactory level of contribution means in an 
online context unless you give them examples and make it clear from the outset.

For example, To get the most out of Message Board discussions, it is useful to establish how you 
expect the students to respond to Talking Points or discussions. This is an example that was taken 
from a currewnt online course Message Board:

“It is expected that you will make multiple contributions to these threads to help generate 
discussion, and not just state your own opinion and never post again. A really good contribution 
will involve multiple posts that refer to other people’s thoughts, and may contain weblinks with 
relevant evidence to support your point of view.

Debate or discussion is essential for a good understanding of the issue - and it is crucial that you 
read the lecture prior to posting your thoughts. The lectures and discussions are designed to help 
you in your projects, and marks are allocated to your participation in them. There is a due date 
for participation in each discussion, stated in the beginning of each thread.”

STUDENT PARTICIPATION
Hopefully, if you have been clear in your expectations at the beginning of the course, students will 
have a good understanding of what is required of them and should participate well. However, there 
will always be one or two students in every course who do not. 

Remember: this is a university course, how well a student does is up to them, 
you can only help so much, but you should not feel responsible for those that 
choose not to do well. 

This	 is	perfectly	fine	and	not	your	 responsibility.	However,	you	should	give	
the student warnings if they continue to be absent or not participate in the 
required online activities, projects and discussions. Remember that some 
students decide not to participate in the course but neglect to dis-enrol. 

If a Student is not Particpating at a Satisfactory Level:
In rare cases, you may have to provide a student with a warning if their lack of participation is heading 
towards a failure. It is not your responsibility to chase students who are not performing well in your 
course. However, some students may be used to other forms of online education which is a lot less 
interactive, and often a quick email will jolt students back into action, which is always worth the 
effort.
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Warning Emails
Send a warning email reminding the student that non-participation online is the same as not 
showing up to a face to-face class and can result in failure. The tone of these emails should be 
polite but firm. For example:

“Dear Student,
Project 2 - Part A is due in two days on May 27. So far you have only 
contributed two postings of ideas to your team. This project requires a lot of 
active participation and group work, something that cannot happen without 
everyone pulling their weight and helping their fellow team members. I know 
that a lot of people have busy schedules, but a small amount of time regularly 
spent online each week can really keep things moving smoothly without 
claiming large blocks of your time.

Please complete Part A of the project as soon as possible. Looking forward to 
seeing your ideas ASAP.

Simon McIntyre”

We recommend sending at least two warning emails to students before failing them - however, 
your particular School may have its own guidelines for such warnings. 

Emailing warnings leaves you with solid evidence of their participation in 
case of appeal. And will allow you to keep track of them effectively.

Reminders in Talk and Feedback or Message Board
Sometimes a public reminder about poor participation within a team’s Talk and Feedback or 
the class Message Board area works well. The student sees that they are not going unnoticed by 
you and the rest of their team, and students who are working well feel reassured that you are 
keeping an eye on the situation and will balance the assessment accordingly. Again this should 
be polite but firm.

GROUP WORK AND DISCUSSIONS
The online environment will thrive if you can build a sense of community amongst the students. The 
key to this is interaction between students. This can happen on different levels, but the most effective 
we have found is interaction within their teams (group work), and interaction between students as a 
large group (class discussions).

Above all for student interaction to work smoothly, you must be very clear that interaction is 
expected. You can do this in your course outline and project briefs.

• As your course may contain a number of collaborative projects, it is very important to let 
student know that their contribution to group work will be monitored, and students must 
participate equally to receive an equal mark.

• Many group projects in other Faculties consist of a group of students being issued a brief, 
then submitting their project weeks later with no method of tracking individual input. Some 
students realise that they can put in little effort, using the rest of the team to get an easy 
mark.
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• Your online course is unique in that every contribution students make is recorded, making 
it easy to monitor and guide group work. This also has the added advantages of making 
students accountable for the level of their participation, and making it easy for a teacher to 
adjust individual marks for students who do not contribute well.

Group Work Within Teams
This is an area that sometimes causes problems when keen students can be hampered by less active 
students in the team. You should address issues of working within teams with the students before 
undertaking the task. 

Suggest or Assign Roles
If part of the students’ online work is team based, it does help to suggest different roles in the 
project that students could take. Suggesting how to divide a project into separate roles will help 
the students realise early on that teamwork will be important – allowing them to assess each 
other’s skills and areas of specific interest in order to get the most out of working together. Roles 
could be research, concept generation, concept development, drawing, report writing, and of 
course team coordination to name a few.

Team Reports
A fantastic way of ensuring good team participation is to have the students compile a short 
summary of the role each student played in the completion of a project. This can be fast for 
them to complete, such a a series of bulletpoints, and can be a part of the final submission for 
the project. 

Such a report will help both you and the students establish if they fulfilled their assigned roles 
well, and is an aid in critical reflection upon the project for students and teacher. If all students 
know that they are required to complete such a report at the outset of the projects, they will 
realise that their collaboration is important to the course and their marks.

Be Flexible
Above all, allow for the possibility that a student may let their team down, and have a strategy 
in place to deal with this. Tell the students in an affected team if the issue arises that you will 
take non-participation into effect when marking. This can be made easier if the group compiles 
a summary of what each student did in the completion of the project.

Moving Students to a New Team
In extreme cases, as a last resort it sometimes pays to move students how are being severely 
disadvantaged by other students’ non-participation to a new team. You should first ask the 
student if they would like to be moved before doing so, and you should let the destination team 
know that they will be receiving a new team member. 

Class Discussions
The Message Board is a good place to have discussions that are relevant to the entire class. These 
discussions would come under the heading of activities, and are assessable. Make sure that again, the 
students are aware that participation in class discussions is mandatory for a good result. This would 
be clearly stated in your course outline, and also in the message board threads and briefs for the 
activities.

FEEDBACK AND ASSESSMENT
Feedback for the students is one of the most important things to consider in your role as teacher. 
Timely Feedback can help the students to critically reflect on their work and build upon what they 
have learned in the following projects. Marking and feedback does however take some time to do 
well, so having a strategy in place to deal with this effectively will help you enormously. 
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•	 Online	feedback	is	issued	within	your	course	website	in	one	of	the	following	areas:

Directly into Pin Up Wall or Gallery
Some teachers like to put their feedback directly into the students’ submissions on the Pin-up 
Wall or Image Galleries. This can be very effective because the feedback and the work are both 
visible at the same time, allowing a more direct association, you can encourage other students 
to actively look at each other’s work and feedback, thus strengthening the sense of community 
and team learning.

To enter feedback here, you must go to the team’s Pin Up Wall or the relevant Image Gallery, 
and click the edit button (in the Pin-up Wall) or the edit info button on the image thumbnail (in 
an Image Gallery) . This will allow you to type your feedback into the information field for the 
image, so that it appears when a student clicks on the image to enlarge it.

Team Talk and Feedback
You should leave group feedback in a team’s Talk and Feedback area. Typing your feedback into 
this area will allow all the team members to see it, but this can be beneficial as often the same 
issue may occur with students work. This way you can address it effectively in one place.

Peer Feedback
If you post an Image Gallery of student work at each stage of the project, a good way to ensure 
that students start getting immediate feedback on their work is to set up a Message Board thread 
for peer feedback and direct the students to choose two or three works that no one else has yet 
chosen, and analyse the work in terms of the marking criteria set out in your brief. 

Peer feedback has proven to be extremely engaing, educational and fun for 
students, promoting a high level of interaction and activity.

This technique is excellent for reinforcing the issues learned in the project – students must not 
only be able to complete a project, but must then be able to reflect on what they have learned, 
and assess if other projects successfully address the issues in the brief, and the principles upon 
which they are based.

Audio Feedback
Many online teachers are now using audio feedback as a way to efficiently delvier in-depth and 
personal feedback to students through the online environment. You can use an iPod, dictaphone 
or free audio software such as Audacity (http://audacity.sourceforge.net) to record your feedback 
as an MP3 file for upload into the site.

Whichever method you choose, whether one of these suggestions or a method of your own, remember 
that the feedback is a very important factor in the effectiveness of student learning.


