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Continuous Improvement Consultation Service

Report Compiled for: Gray Jones
Course: Service Learning
Instructional Consultant: Robin Bartoletti
Start Here

	GREAT!
	· Excellent use of a “Start Here” page that encourages students to take the WebCT tutorial.



	Suggestions:
	· May want to require the completion of a WebCT quiz on WebCT tools before permitting students to proceed with the course. See HOW-TO #1 for instructions.

· May want to include text that explains to students how important it is to use a compatible browser that has the correct settings. Could include a link to WebCT’s Check Your Browser page: http://www.webct.com/exchange/
viewpage?name=exchange_browser_tuneup. This page includes the most up-to-date information regarding compatible browsers and it includes instructions for enabling java and for setting the cache to always reload. In addition, it has specific instructions for AOL users.




Welcome Page – Within the Course

	GREAT!
	· Gives students specifics about the mechanics of your course. 



	Suggestions:
	· May want to include an Introductory Video, a picture and a bio of the instructor. See HOW-TO #2 for instructions.




Syllabus

	GREAT!
	· Very thorough. Includes practically every item from the recommended syllabus checklist. See Appendix A for Checklist for Web Course Development.




	Suggestions:
	· May want to include response time estimates for feedback. (I.e. E-mails will be answered on Wednesday afternoon, Discussion messages will be answered on Tuesday and Thursday mornings.)

· Since the syllabus is rather long, you may want to consider putting links at the top of the page to information that is in the body of the page. See HOW-TO #3 for instructions.




Calendar

	GREAT!
	· Excellent use of the calendar tool! It appears that all assignments and other important dates have been added.



	Suggestions:
	· May want to consider allowing student to add public entries to the calendar. For example, if students found a great article in an online newspaper, they could post a link to it on the calendar. See HOW-TO #4 for instructions.




Course Materials

	GREAT!
	· Text is nicely chunked and bullets are used effectively. The content can be easily read online.

· The Take Notes and Search tools have been added to the Action Menu giving students flexibility. 



	Suggestions:
	· May want to separate chapters so that they are in their own Content Modules. Breaking up chapters would allow you to easily hide certain chapters. Hiding particular chapters could help to keep your students on task. See HOW-TO #5 for instructions.

· The chapter pages are rather lengthy. You may want to consider breaking up a page at its major headings. For example, in Chapter 1, you could have a separate page for Scientific Approach, Human Relations Approach, Systems Approach, Contingency Approach and Summary. See HOW-TO #6 for instructions.

· May want to consider adding graphics and/or interactions that illustrate concepts. For example, you could include an interaction that has the types of approaches in circles with associated keywords listed outside of the circles. Students could drag associated keywords onto a circle. If they are correct, the keyword would stick. If not, it wouldn’t. See HOW-TO #7 for instructions.

· May want to consider including a Self test on the Study Guide page. Self tests allow students to receive immediate feedback without the anxiety of a graded assignment and can be a good way of reinforcing material. See HOW-TO #8 for instructions.

· Many of the chapters include definitions. In addition to having these definitions in the chapter text, you may want to add these definitions in the Glossary tool. You could then add a link to the Glossary tool in the Action Menu. See HOW-TO #9 for instructions.

· May want to recreate the chart in Chapter 5 on the “Three Styles of Management” page. The chart is a little difficult to read.

· May want to add a template to your course. A template can give the course a uniform look and feel. In addition, a template could help to insure that content wraps properly, so that the user does not have to scroll to the left or right to read text. (Scrolling is necessary in Chapter 5 on the “Summary of Theories, X, Y and Z” page.) See HOW-TO #10 for instructions.




Case Studies

	GREAT!
	· The Case Study Analysis – Abbreviated and Case Study Analysis pages are excellent ways of communicating your high expectations to students. 



	Suggestions:
	· The case study pages are very text heavy. You may want to consider using video to reenact a scene and images or interactions to enhance the narrative. For example, you could have an interaction in which an image was presented for each character. Students could click on a character to find his/her point of view. See HOW-TO #2 and #7 for instructions.

· You may want to consider creating a sub web within your WebCT course for each Case Study, rather than using the Content Module. Creating a sub web for each Case Study would allow you maximum flexibility in presenting the case. See HOW-TO #11 for instructions.




Communications

	GREAT!
	· Students are promptly answered in the Discussion and E-mail areas.

· Students are actively examining and responding to course material in the Discussion area.

· Students seem to be reacting to each other with well thought out comments.



	Suggestions:
	· You may want to consider adding a topic to the Discussion area that is just for students to have fun with, such as “How was your week?” or “Student Lounge.” This type of topic would encourage students to interact with each other, enhancing the sense of a learning community within the course. See HOW-TO #12 for instructions.




Welcome Page - Outside of the course

	GREAT!
	· Excellent Welcome Page! The Welcome Page for this course is a model for what should be included.



	Suggestions:
	· The last sentence includes a comment regarding which browser versions are compatible. You may want to link to WebCT’s Check Your Browser site (http://www.webct.com/exchange/
viewpage?name=exchange_browser_tuneup), rather than naming versions, so that you do not have to worry about updating the Welcome page if a specific browser is found to be incompatible (such as Netscape 4.78, 4.79 and 6.0) 




General

	GREAT!
	· This course appears to be progressing smoothly and has an exceptionally responsive instructor.



	Suggestions:
	· You may want to consider adding additional links to the Course Menu. Giving students additional means of navigation can help to accommodate different learning styles. See HOW-TO #13 for instructions.




Appendix A: Checklist for Web Course Development

	(
	Start Here (Familiarize students with you and your course)

	
	· Instructor bio (link to new page with personal and professional information, add audio/video clip)

· Voice and fax numbers

· Campus location

· Office hours (physical and virtual)

· Email address

· Best way to contact you

· Education

· How long you have taught this course

· What other courses you teach

· What you like about teaching this course

· What is your philosophy of education

· Advise student to confirm they are well-suited for distributed learning (link to survey tool and tips for online learning)

· WebCT Tutorial (Recommend or require this for new students or those unfamiliar with particular tools being used, possibly require a WebCT quiz before permitting student to proceed with coursework.)

· Course mechanics

· Required real-time interaction if applicable (CHAT, face-to-face)

· List of WebCT tools to be used and their purpose in the course

· Technology requirements (link to related sites; include hardware, software, and human technology competencies)

· Demonstrate types of thinking required in the course (e.g. examples of interactivity/quizzing)
· Student Contract (optional)
· Course title and section number
· Agreement to ethical approach to course (cheating, collaboration, etc.)
· Agreement to assessment method
· Student name, id, email, phone, hours available

	(
	Syllabus

	
	· Course title, section, start/end date (Calendar tool link)

· Prerequisites

· Instructor's e-mail address, voice mail, and fax number

· Course description

· Course objectives

· Time estimate for class time online and study time
· Communications policy
· Information about asynchronous or synchronous communication assignments, including student/ faculty interactions, small group interactions and/or individual postings.
· How/when will you provide feedback and your average response time
· How/when/why should students contact you
· How/when/why should students communicate with each other
· Weight for spelling, punctuation, etc
· Whether participation will count towards grading
· Other required meetings (e.g. onsite)

· Study guide (at least the major concepts covered in each section of the course).

· Grading

· Grading breakdown and scale

· Total possible points

· Homework policy

· Assessment
· Method (proctored, open book, etc)
· Format (objective, subjective)
· Turnaround time for grading
· Feedback provided
· Make-up exams
· Withdrawals and incompletes with applicable dates

· Course materials

· Required and optional textbooks
· Supplemental materials (CD ROMs, videos, workbooks, etc)
· How to acquire all course materials
· Course Schedule (include on Calendar tool)

· Course begin/end dates

· Orientation (location, date AND time if meeting in real-time)

· Any dates you will not be available

· Other required meetings (location, date AND time)

· Unit assignment deadlines (date AND time)

· Exams (location, date AND time)

· University holidays

· Deadlines for dropping classes

· College holidays

· Other - goals, worksheets, extra credit, additional services

· Course evaluation (what to look for in an online course)

	(
	Assignments

	
	· Assignment title

· Applicable lesson

· Detailed description
· Due date (link from Calendar)

	(
	Lessons

	
	· Follow the basic tenets of instructional design for every topic covered in online lectures

· Present

· Give Examples

· Apply

· Summarize

· Accommodate different learning styles through content delivery (text, graphics, audio, video) 

· Integrate interactivity during and/or after each lecture

	(
	Communications

	
	· Email

· Discussion 

· Pre-defined topics related to instruction, personal discussion, special interest

· Groups

· CHAT – scheduled in calendar

	(
	Resources

	
	· Links directly related to instruction with appropriate guidance for students  (Provide links from assignments and content pages where applicable)

· Outside resources including books, periodicals, online sources, people, organizations, etc

· Course-specific informational links for research

· Career links

· Library links

· Information Literacy Tutorial (where applicable)

· Instructions for validation of student-identified websites

	(
	Course Calendar

	
	· Use the Calendar tool to communicate important dates. Include:

· Course begin/end dates

· Orientation (location, date AND time if meeting in real-time)

· Any dates you will not be available

· Other required meetings (location, date AND time)

· Unit assignment deadlines (date AND time)

· Exams (location, date AND time)

· University holidays

	(
	Welcome Page

	
	· Information about what is in the course for those not enrolled. (Not behind passwords)  Semester-specific course instructions for enrolled students to begin course (login instructions, deadline for first time access, etc.)


Appendix B: HOW-TO

HOW-TO #1

You can set the criteria for an icon, so that it is dependent on a particular quiz score. For example, you could set the criteria for a content module icon, so that it is dependent on a score of more than 40 on a WebCT Competency quiz.

To set the criteria for an icon, so that it is dependent on a particular score on a particular quiz:

1. First make sure that you have created the quiz and verified that the settings are correct. (For example, you might want to allow an unlimited number attempts and you might want the scoring to keep only the highest score.)

2. Navigate to the organizer page on which you have your content module icons.

3. Select Designer Options.

4. Select the content module icon, and then scroll down to the bottom of the page. Under Modify selected link, select Edit link and click on Go.

5. Scroll down to Released based on. For Criteria, select the name of the particular quiz (i.e. WebCT Competency Quiz). For Comparison, select Greater than. For Value, enter the score which students must do better than to see the content module. (I.e. 39, if you want students who score a 40 or better to be able to see the content module.)

6. Click on Update.

HOW-TO #2

The Center for Distributed Learning offers media production services. In order to add video to your course:

1. Create a transcript of what you would like to say in your video and decide where you would like to film your video and where in your course you want the link to your video.

2. Send your transcript, film location information and link location information to your Instructional Consultant and request video production services.

3. Your Instructional Consultant will schedule a filming time with our Media Specialist. Depending on where you would like to be filmed, the Instructional Consultant will arrange for the room or will ask you to make the arrangements.

4. Filming will take place.

5. The Media Production team will produce video.

6. The Production team will upload the video to our streaming media server and will place a link to it in your course.

HOW-TO #3

To put links at the top of a web page to information that is in the body of the page, you will want to create bookmarks in the body of the page, and then create links to the bookmarks.

To create bookmarks and then create links to the bookmarks:

1. Open your course in FrontPage. Open your syllabus page.

2. Place your cursor before a heading. (I.e. Course Description.) Do not highlight the heading.

3. Select Insert, then Bookmark.

4. Type a Bookmark name in the Bookmark name field. Do not use a space, hyphen, !, @, #, $, %, ^, &, *, (, or ) in the Bookmark name. You can use underscores. 

5. Click on OK.

6. Repeat for the rest of the headings in your document. (Note: Each bookmark name can only be used once per document. Do not repeat bookmark names.)

7. At the top of your document, type one of the headings. (I.e. Course Description). 

8. Highlight the heading.

9. Press CTRL and K at the same time.

10. In the Optional, Bookmark field, select the appropriate bookmark. 

11. Click on OK.

12. You’ve now created a link to a bookmark in your document. Repeat for additional headings.

HOW-TO #4

Course designers can allow students to post public entries (entries that can be read by everyone in the course) on the course calendar. 

To allow students to post public entries

1. Click on the course calendar.

2. Select Designer Options.

3. For Student entries, select “Allow students to make public entries.”

4. Click on Update.

HOW-TO #5

To break up chapters, you would want to add additional content modules, naming them Chapter 1 through Chapter 7. Then, add files to the new content modules. Once you have a set of content modules, you could modify the release dates for a specific chapter.

To add additional content modules:

1. Open your course in WebCT.

2. Under Control Panel, select Add Page or Tool.

3. Select Content Module and click on Add.

4. Enter title, i.e. Chapter 1. Select an organizer page, i.e. Course Content. Click on Add.

To add files to a new content module:

1. Open your course in WebCT.

2. Click on a content module.

3. Select Designer Options.

4. Under Add or Delete Items, select Add file and click on Go.

5. Click on Browse.

6. Select the appropriate file and click on Pick.

7. Click on Add.

To modify the release date for a content module:

1. Open your course in WebCT.

2. Navigate to the content modules.

3. Select Designer Options.

4. Select the content module and scroll down to the bottom of the page. Under Modify selected link, select Edit link and click on go.

5. Select dates for Release after and Release until.

6. Click on Update.

HOW-TO #6

To break up a page, so as to create several pages out of one:

1. Open your course in FrontPage.

2. Open the page of content that you want to break up.

3. Select File, then Save As.

4. Save the file with a new file name. (Note: do not use a space, hyphen, !, @, #, $, %, ^, &, *, (, or ) in the file name

5. Edit the page as necessary and Save.

6. Repeat as necessary.

HOW-TO #7

The Center for Distributed Learning offers graphic and interaction production services. To take advantages of these services, contact your Instructional Consultant. Depending on what you have in mind, your Instruction Consultant may be able to schedule production on the interaction right away. If your Instructional Consultant has questions or if you would like to brainstorm with the CDL staff, your Instructional Consultant may schedule a joint meeting with you and the CDL Instructional Programmer.

HOW-TO #8

To create a Self test on a page of content in a content module:

1. Navigate to the page of content.

2. Select Designer Options.

3. Under Main Options, select Self test and click on Go.

4. Under Add Question or Answer, select Add question and click on Go.

5. Type a question and click on Add.

6. Select the question. Under Add Question or Answer, select Add answer and click on Go.

7. Type an answer and a reason for why the answer is correct or incorrect. Click on Add.

8. Add additional answers as necessary.

9. Add additional question and answer sets as necessary.

10. To mark the correct answers, select Correct to the right of an answer. Then, on the right hand side of the screen, under Manage Questions, click on Set.

11. Make sure that you update the student view (Click on View Designer Map, then click on Update Student View.)

Students will see a link to the Self test in their Action menu. Note: Instructors cannot tell if a student has taken a self test.

HOW-TO #9

To add the Glossary tool to the Action Menu, you will first want to add the tool to your course, then add definitions, then add the link to the tool.

To add the Glossary tool:

1. Under Control Panel, select Add Page or Tool.

2. Select Glossary and click on Add.

3. Enter a title and select where you would like for the Glossary tool icon to be. Then click on Add.

To add definitions:

1. Click on the Glossary tool.

2. Select Designer Options. 

3. Under Add New Keyword to Glossary, select Add a keyword. Click on Go.

4. Type a word and its definition. Click on Add.

5. Add additional words as necessary.

To add the Glossary to a Content Module’s Action Menu:

1. Click on a content module.

2. Select Designer Options.

3. Under Edit, select Edit Action Menu.

4. Click on Go.

5. Select Glossary.

6. Click on Update.

HOW-TO #10

The Center for Distributed Learning offers template creation services. To add a template to your course:

1. Examine the sample templates that are here:  http://www.unt.edu/cdl/services/templates.htm
2. Contact your Instructional Consultant with what you liked, what you didn’t like, what colors your prefer, what kind of feel you would like, what kind of images you would prefer and anything else that you think might be helpful.

3. Your Instructional Consultant will schedule creation of your template.

4. When the first draft of your template has been created, your Instructional Consultant will e-mail it to you. 

5. If you would like any changes, your Instructional Consultant will schedule the changes. 

6. When you are pleased with the template, the CDL Production team will place the template in your course. At that time, you can apply the template to your pages of content. If you want the CDL to apply the template, contact your Instructional Consultant for scheduling.

HOW-TO #11

To create a sub web for a Case Study, you should create the web in FrontPage, and then link to the web from within WebCT.

To create a sub web for a Case Study in FrontPage:

1. Open your course in FrontPage.

2. Select File, then New, then Folder.

3. Rename the folder. Do not use a space, hyphen, !, @, #, $, %, ^, &, *, (, or ) in the folder name. You can use underscores. This folder will be for one of your case studies.

4. Create new html pages employing graphics, links, video and/or interactions within this new folder that explore the case study.

To link to the web from within WebCT:

1. Open your course in WebCT.

2. Under Control Panel, select Add Page or Tool.

3. Select Single Page and click on Add.

4. For title, enter the name of the Case Study. Click on Browse, select the Case Study’s start page and click on Pick. Select New or Same browser window. Select the location for the Case Study web and click on Add.

HOW-TO #12

To add a topic to the Discussion area:

1. Click on Discussions.

2. Click on Manage Topics.

3. Select Add new topic and type in a topic name. (I.e. How was your day? or Student Lounge.)

4. Click on Go.

HOW-TO #13

To add an icon link to your Course Menu:

1. Open your course in WebCT.

2. Navigate to the organizer page with the icon link that you would like to add to the Course Menu. (I.e. the course homepage or the course content page.)

3. Select Designer Options.

4. Select the icon whose link you would like to copy to the Course Menu.

5. Scroll down to the bottom of the page. Under Modify selected link, select Copy to course menu. 

6. Click on Go.
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