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II. Academic Policies

1. Online courses, either hybrid/blended or 100% online should be identified and defined clearly 
in the college catalog on Banner just like classroom courses. The delivery mode for a section 
of a given course may not be changed once it has been published by the Registrar’s Office so 
that students have the class format they choose.

2. Online course attendance is defined as active participation in the course and should be 
described clearly in the individual course syllabus. Instructors should document students’ 
attendance by their submission/completion of assignments within the course including 
discussions, written assignments, quizzes/tests, and communication with the instructor.

3. Online courses, either hybrid/blended or 100% online will be assessed for effectiveness using 
the same guidelines as the traditional courses.

4. Online courses, either hybrid/blended or 100% online are expected to use the same standards 
of academic integrity as traditional courses. Issues of academic integrity should be addressed 
on the syllabus and discussed with online students at the beginning of the class.

5. The class size for online courses, either hybrid/blended or 100% online will be determined 
through a consultative process that includes Deans, department chairs, and faculty. Class sizes 
may be revised on a case-by-case basis following experience with course delivery.

6. Anyone viewing course material must obtain permission from the faculty member. The 
college administrative personnel may have access to online course material provided they 
advise the faculty member in advance.

7. It is required to post on Moodle, a detailed syllabus that clearly describes the course policies 
and expectations, as well as any special hardware or software requirements.

8. Ownership of Course Materials: Course development must be the original work of the faculty 
member. Whenever or wherever copyrighted material is incorporated, it is the faculty 
member’s responsibility to secure permission to use the copyrighted work and to abide by the 
copyright policies set forth by the College.

Ownership of the intellectual property for any course resides with the individual who 

developed the course, pursuant to the Copyright Policy (Title J, section 2) of the Policies 

of the Board of Trustees of the State University of New York.   

9. Online courses should be designed in accordance with college policies on ADA compliance.

Resources on the policies and information on providing online services for students eligible

for accommodative services are provided via the Access ABILITY Resources (AR) Office
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so as to make 

adjustment 

accordingly 

instructor initially setup. The survey results will also help improve the 

instructor.

General Course Display on Moodle 

A week before semester begins, you need to 

Good Practice A Word to the Wise 

Send out 

welcome letter  

It’s a good idea that instructors email students a welcome letter a week 

before class starts so that students know what to expect and instruct students 

to access Moodle to test their accounts. Encourage students to review the 

Moodle basics before class begins.     

Post a welcome 

announcement 

on the Moodle

Put up a welcome announcement before the first day of the class and be sure 

to include the road map of your online course, which will help students easily 

locate information such as assignments, their due dates, and grades. 

Upload Syllabus Post the syllabus on the top of class materials. Make a link to the syllabus in 

your announcement for easy access.  

If the syllabus is short, post it in your Moodle course, otherwise add it as an 

attached file. Make the online syllabus personal by adding photos of the 

instructor, office, campus, or any others relating to the subject. 

Set up the Course 

Calendar 

Make good use of the Moodle calendar to remind students of assignment 

due dates, test time, location; length for quizzes and exams; special events 

or projects.  

Students can also add their own reminders on the calendar. 

Complete 

Gradebook setup 

Set up gradebook before semester begins through Gradebook 

Management. For easy navigation, create a link in the announcement so 

that students are prepared on day one.   

Reset Drop box and discussion forum accessing time. 

Post Course 

Resources 

Add a folder for external resources such as links to websites, embedded 

YouTubes to better organize course materials.   

Post a 

Discussion 

Forum for 

Discussion 

First Discussion Forum for introduction. Students feel more connected when 

the instructor posts a short bio with his/her photo(s) in the discussion topic 

area.   

It’s necessary to set some rules for the discussion forum such as preferable 

writing styles, choice of vocabularies, and length of the writing.   
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Label Tabs for 

course materials 

Add a label to define a Tab no matter you call it Modules, Weeks, or 

Chapters.   

Make it clear in the syllabus the day and time the assignments will open for 

access. It’s always a good idea to remind students in different locations the 

starting and ending time of each assignment.  

Timing the accessing period will help students to manage their time more 

efficiently. 

Post links and 

phone numbers 

for students to get 

support 

Online Education Support:

Phone Number: 518-255-5849 or 518-255-5889

ITS Helpdesk: https://helpdesk.cobleskill.edu/helpdesk/

Phone Number: 518-255-5800

Library: http://www.cobleskill.edu/library/; 

Bookstore for textbooks: Phone# 518-255-5227
https://cobleskill.ecampus.com/

V. Assessment and evaluation:

Online courses will be aligned with on-campus courses regarding student's learning outcomes 

and course assessments. There is no one proper way for a student to demonstrate learning. A 

variety of assessments is important for accurate evaluation of students’ progress. Try the 

following assessment techniques in your online course:  

• Use Drop Box or Discussion Forum for peer evaluations

• Design online practice quizzes for self-evaluations. Create a link to the gradebook when you

design a quiz so that students can get grade and immediate feedback as soon as they submit

the quiz.

• Use Drop Box or Discussion Forum for written assignments, reports, reflections, and group

project.

• Online quizzes and examinations.

• Plan and monitor proctored tests. With the online course setting, you really want to limit the

number of proctored tests. It’s important to inform students ahead of time of the rules and

criteria for the test to prepare students early.

Sample rubric for student participation in online discussions: 

http://www.cobleskill.edu/online/
http://www.cobleskill.edu/online/
http://www.cobleskill.edu/library/
http://www.cobleskill.edu/library/
http://cobleskill.bncollege.com/webapp/wcs/stores/servlet/BNCB_DigitalBooks?langId=-1&storeId=65215&catalogId=10001
http://cobleskill.bncollege.com/webapp/wcs/stores/servlet/BNCB_DigitalBooks?langId=-1&storeId=65215&catalogId=10001
http://cobleskill.bncollege.com/webapp/wcs/stores/servlet/BNCB_DigitalBooks?langId=-1&storeId=65215&catalogId=10001
http://cobleskill.bncollege.com/webapp/wcs/stores/servlet/BNCB_DigitalBooks?langId=-1&storeId=65215&catalogId=10001
http://cobleskill.bncollege.com/webapp/wcs/stores/servlet/BNCB_DigitalBooks?langId=-1&storeId=65215&catalogId=10001
http://cobleskill.bncollege.com/webapp/wcs/stores/servlet/BNCB_DigitalBooks?langId=-1&storeId=65215&catalogId=10001
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Assessing Effectiveness of Student Participation in Online Discussions  

Category  1   2   3   4   POINTS   

Promptness  

and  

Initiative  

Does not respond to most 

postings; rarely 

participates freely   

Responds to most postings 

several days after initial 

discussion; limited initiative   

Responds to most postings 

within a 24 hour period; 

requires occasional prompting 

to post   

Consistently responds to 

postings in less than 24 

hours; demonstrates good 

self-initiative   

  

Delivery of  

Post  

Errors in spelling and 

grammar evidenced in  

most posts  

Errors in spelling and grammar 

evidenced in several posts   

Few grammatical or spelling 

errors are noted in posts   

Consistently uses 

grammatically correct posts 

with rare misspellings   

  

Relevance of 

Post  

Posts topics which do not 

relate to the discussion 

content; makes short or 

irrelevant remarks   

Occasionally posts off topic; 

most posts are short in length 

and offer no further insight into 

the topic   

Frequently posts topics that 

are related to discussion 

content; prompts further 

discussion of topic   

Consistently posts topics 

related to discussion topic; 

cites additional references 

related to topic   

  

Expression  

Within the  

Post  

Does not express opinions 

or ideas clearly; no 

connection to topic   

Unclear connection to topic 

evidenced in minimal 

expression of opinions or ideas   

Opinions and ideas are 

stately clearly with 

occasional lack of 

connection to topic   

Expresses opinions and ideas 

in a clear and concise 

manner with obvious 

connection to topic   

  

Contribution 

to the  

Learning  

Community 

Does not make effort to 

participate in learning 

community as it develops; 

seems indifferent   

Occasionally makes meaningful 

reflection on group’s efforts; 

marginal effort to become 

involved with group   

Frequently attempts to 

direct the discussion 

and to present relevant 

viewpoints for 

consideration by 

group; interacts freely   

Aware of needs of 

community; frequently 

attempts to motivate the 

group discussion; presents 

creative approaches to topic   

 

    Total  

 

 Adapted from Edelstein, Susan and Jason Edwards. “If You Build It, They Will Come: Building Learning Communities Through Threaded 

Discussions.” Available at http://www.westga.edu/~distance/ojdla/spring51/edelstein51.html. 
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VI. Issues to be addressed

How can the 

integrity of the 

course be 

maintained?  

Academic dishonesty such as cheating or plagiarism might be more difficult to avoid in an 

online learning environment than in a face to face classroom. However, there are strategies 

to minimize this misconduct in an online course:  

• Require students to turn in a project report one stage at a time.

• Ask students to submit a paper in drafts.

• Require student to work on projects that can relate to their own experiences, if

possible.

• If proctored test is not an option, deliver online test one question at a time, limit test

taking time, randomize a test from a big test pool. For more strategies, check

Prevent Cheating .

How to teach 

students that 

plagiarism is 

wrong?  

The Internet, in many ways, makes plagiarism easier because it’s easy to copy and paste 

others ideas and opinions as one’s own.  

To avoid plagiarism, make it clear to students that they must give credit whenever they 

quote from someone's actual spoken or written words  

• use another person's ideas, opinions, or theories in an assignment or essay

• make use of pieces of information, such as statistics, graphs, drawings, that are not 
common knowledge

• paraphrase another person's spoken or written words

Tell students to upload their writing project to the TurnItIn Drop Box to check whether 

they quote other people’s idea or options properly.  

Technology 

problems 

It’s hard to prevent or predict technology problems. Therefore, it’ll be very helpful that 

instructors inform students early how to face these problems and the rules of exceptions 

when the delay of turning in an assignment is caused by a system problem.  

• Set up an optional email contact list in case the Moodle or Outlook email is 

down.

• Ask students to contact Helpdesk with their email problems and the Moodle 
problems.

Strategies for 

encouraging 

students to 

keep up with 

the work  

Managing time can sometimes be difficult for both the instructor and students in an online 

learning environment. One of the major causes for students to drop out or fail the online 

course is procrastination.  

Instructors first are encouraged to make the time commitment to the course by checking 

the class activity at least 4 days a week and at least one hour a day, provide timely 

feedbacks especially when posting grades, make it clear to the students that it is important 

to be on schedule and remind them the due time for each assignment in different places. 

http://www.foothill.edu/fga/prevent_cheating.php#StrategiestoMinimizeCheatingOnline
http://www.foothill.edu/fga/prevent_cheating.php#StrategiestoMinimizeCheatingOnline
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
http://www.library.uq.edu.au/how-to-guides/avoiding-plagiarism
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Effective 

communication 

In the online teaching environment, an instructor most of the time, conducts one-to-many 

communication without the benefit of visual cues such as facial expressions, eye contact, 

shaking or a nodding head. This  challenge  requires that the instructor adjust their 

communication techniques:     

• Make your first discussion post informational not only about the course but also

yourself and what you expect.

• Ask students to do the same. This first communication may reveal if students are

having difficulty understanding how to post or reply to a message.

• Carefully prepare questions in advance to get students actively involved.

• Provide a summary of the discussion before moving on to a new question.

• Switch from one-to-many to one-to-one communication format by sending emails to

individual students for sensitive topics

• Using live conference or synchronous chatting to get to know each other.

Strategies for 

improving 

retention and 

student 

performance in 

online classes 

There are many reasons for students to quit an online class. Some students quit because 

they have unrealistic ideas about the time commitment of an online class; others lack time 

management skills and self-motivation. Many students quit because they lack access to or 

skills in the technology required for taking online class. Sometimes poor course design and 

inexperience in the online delivery method can explain a high drop- out rate.   

To minimize drop outs, instructors are suggested to prepare the course so that it is 

interesting and relevant to students’ personal experience. Clear and concisely written 

expectations and course requirements make students fully aware of course demands.  

Use simple technologies to give students more time to focus on learning knowledge. 
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Books on Online Education 

1. Title: Best Practices for Designing Successful Blended Courses 

Author: Diaz, Veronica 

Call #: LB 1044.87 .B47 20011 CDROM 

2. Title: World Wide Web for Teachers 

Author: Cafolla, Ralph  

Call #: LB 1044.87 .C34 1997  

3. Title: Supporting Online Students 

Author: Crawley, Anita 

Call #: LB 1044.87 .C75 2012 

4. Title: The Tools for Successful Online Teaching 

Author: Dawley, Lisa  

Call #: LB 1044.87 .D39 2007  

5. Title: Partnering in the Learning Marketspace Author: 

Duin, Ann H.  

Call #: LB 1044.87 .D86 2001 

6. Title: Teaching with the Internet  

Author: Leu Jr., Donald J., and Leu, Deborah D. 

Call #: LB 1044.87 .L49 1997  

7. Title: The Online Educator Author: 

Lynch, Marguerita M. 

Call #: LB 1044.87 .L96 2002 

8. Title: Online Teaching in the Digital Age 

Author: Swenson, Pat & Taylor, Nancy A. Call 

#: LB 1044.87 .S94 2012  

9. Title: Lessons from the Cyberspace Classroom 

Author: Palloff, Rena M. & Pratt, Keith 

Call #: LB 1044.87 .P34 2001 

10. Title: Designing & Teaching Online Courses  

Authors: Thormann, Joan and Zimmerman, Isa K.  Call 

#: LB 1044.87 .T57 2012  
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11. Title: Essentials of Online Course Design 

Author: Vai, Marjorie & Sosulski, Kristen 

Call #: LB 1044.87 .V35 2011 

12. Title: Virtual Schooling  

Author: Walling, Donovan R.  

Call #: LB 1044.87 .V59 2003 

13. Title: Leading the e-learning transformation of higher education : meeting the 

challenges of technology Author: Miller, Gary E. 

Call #: LB2395.7 .L39 2014 

14. Title: Motivating and retaining online students : research-based strategies that work 

Author: Lehman, Rosemary M.  

Call #: LB2395.7 .L46 2014  

15. Title: Lessons from the virtual classroom : the realities of online teaching  Author: 

Palloff, Rena M. 

Call #: LB1044.87 .P34 2013 

16. Title: Evaluating e-learning : guiding research and practice 

Author: Phillips, Robert  

Call #: LB1028.3 .P475 2012  

17. Title: Best practices for teaching with emerging technologies 

Author: Pacansky-Brock, Michelle 

Call #: LB1028.3 .P22 2013 

18. Online Journals: European Journal of Open, Distance & E-Learning and Online 

Classroom  

Updated 08/01/2015 

http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=6d6b8d56-8cc1-440d-a3f9-44cfabe43aec%40sessionmgr115&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=eue&jid=24TA
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=0e0a6910-3e63-4b1c-b620-7ebbb564af65%40sessionmgr198&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=a2h&jid=QUC
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=0e0a6910-3e63-4b1c-b620-7ebbb564af65%40sessionmgr198&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=a2h&jid=QUC
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=0e0a6910-3e63-4b1c-b620-7ebbb564af65%40sessionmgr198&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=a2h&jid=QUC
http://ezproxy.cobleskill.edu:2385/ehost/detail?sid=0e0a6910-3e63-4b1c-b620-7ebbb564af65%40sessionmgr198&vid=1&hid=102&bdata=JnNpdGU9ZWhvc3QtbGl2ZQ%3d%3d#db=a2h&jid=QUC
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