Syllabus Checklist for Teaching with Technology

As you know, technology can create some unique issues in teaching. Ideally, you would address those issues up front, if you can. With that in mind, I offer the following as some things you might wish to review in your syllabi as you prepare for the coming quarter:

· Contact information

· Have you noted your response time? (example – “I will respond to email messages within 24 hours during the week.  Although I check occasionally, you should not expect a response from me on weekends and holidays.”)

· If you include a personal telephone number, have you noted appropriate times to call? (example – “Please do not call after 9pm.”)

· Can students text you? Some say it improves retention. If you don’t want to give out your cell number, try Google Voice, which gives you a separate phone number and allows you to send and receive text messages from the comfort of your computer.

· Textbook – 
· Did you include your ISBN number? Students often buy books from sources other than our bookstore and this information insures that everyone has the right text.

· Is an older version of your text ok? If so, let students know – it can save them a lot of money

· Are textbook rentals a possibility? Suggest students check with the bookstore for rental options (telling them directly about alternatives to using the bookstore violates our agreement with B & N)
· Canvas or other Web Resources – did you include the address to Canvas or your other web resources and the relevant log in information or a link to it? 
· Sample text-  “This course is offered on Canvas, https://canvas.seattlecentral.edu .  Log in with your SID and your PIN (your 6 digit birthdate).  Please change your password so something more secure right away.”
If you are using other online resources that students will link to directly, please include links and log in information for them.
· How will Canvas or the other websites be used? Explain that in your syllabus.  This is particularly important in traditional face to face classes, as some students are quite intimidated by using web resources.  Remember – they come to your class with no idea that Canvas or the other web resources would be an expectation for their learning.

· In Hybrid classes, be sure to clearly explain the relationship between the face to face and online portions of the class. Need help with this? Talk to Stephanie.
· Technical Support – Be clear about directing all Canvas tech support problems to the Student Help Desk. Otherwise the students will turn to you for tech support and that, of course, is not your job. I suggest including the following language:

If you have technical problems with Canvas, you should contact the Student Helpdesk (http://www.seattlecentral.edu/it-services/stu-need.php).
If you are using web resources outside of Canvas and other Seattle Central resources, you need to take care of tech support problems. Seattle Central’s eLearning and IT department cannot provide support for non-college resources.
· Testing – If you are using technology for your testing, have you included relevant policies about it?  Testing can be really stressful for your students and the more information you can give them, the less stressed they’ll be.
· What are the general expectations? Open book? Proctored? 

· What happens if the technology fails? If the test freezes or Canvas goes down? 
· What if it happens after the student takes the exam? As they are submitting it? 

· What if the student misses the exam?

You should think of all of the things that could go wrong with the test and be sure your syllabus addresses them.

· Appropriate Behavior – if you have a classroom behavior policy, is it worded to apply online? You might want to reference some standard rules of netiquette. Here are some options. 

· Writing Guidelines – many students write in abbreviated language online. You may wish to have some language in your syllabus explaining the writing expectations in your course. Here is what I have the following in my syllabus for student communications:

Professional Communications: College is like work and in that way I (and all of your instructors) expect you to communicate professionally. That means that in all communications you must:

· identify yourself fully, including our class name (POLS&200 or Intro to Law) and your first and last name

· use complete sentences, including proper spelling and grammar.

Communications that don't meet the two criteria above will be sent back for clarification. Also remember that I will reply to your email within 1 business day, so look for that reply and respond if needed.

· Emergency Preparedness Plan – If your students (or you) get sick or if the college closes for a period of time during the quarter, how will you continue instruction? You should have a plan and convey it clearly in your syllabus.  Here is an example of some  language related to the flu season:
· Pandemic Flu Plan: To accommodate students during this flu season, all course assignments will be posted on the class Canvas website at https://canvas.seattlecentral.edu 
· You may submit up to 2 assignments 1 week late without penalty. 
· You are encouraged to have 2 “study buddies” who you can turn to for course notes if you miss class. 
· If the college closes during our class time, we will meet at our same class time in Tegrity, which you can access through our Canvas classroom.  The class will be recorded for later viewing if you are unable to attend.
If you need suggestions on policies, help setting up your Canvas classroom, suggestions on alternatives to Canvas, if you need some time saving suggestions or anything else, I’m here to help. Just send an email to stephanie.delaney@seattlecolleges.edu
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