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Best Practices in Online Teaching and Learning 

 

The following have been identified as “best practices” for Chairs and Deans who are involved in 

the development and implementation of online courses at WU. Over the course of the last few 

years, we have identified obstacles to success in online programming and pinpointed ways to 

overcome these obstacles. These “best practices” are the result of our learning and striving for 

course quality.  

 

Identification of Adjunct Faculty for Online Course Development and Teaching  

 Current adjunct faculty teaching in the f2f environment may not be good candidates for 

teaching at a distance and should be considered carefully. Talk with potential online 

instructors and query them on their teaching and learning philosophy. Do they believe 

online learning is a viable option? Do they support independent learning? Do they 

currently use a variety of activities to support learning in their classes?  Do they have 

technological skills/background? 

 Adjunct faculty who take Hybrid and Online Training (HOT) several times before 

completing it should be considered carefully for development or teaching. While 

sometimes this occurs because of intervening life events, many times it occurs because an 

individual does not have the technological skills or the desire to teach online. 

 Some faculty members may complete HOT only with a great deal of help from the HOT 

instructor.  Chairs who attend the final course review will be made aware of this and be 

able to use this knowledge to provide the necessary coaching as the faculty member 

begins to teach online.  

 Consider placing prospective online faculty members into a course as a student or TA to 

experience and explore the online environment. 

 Adjunct faculty members who have taught online at other schools may have very 

different perspectives about online teaching and still require the same orientation as an 

adjunct faculty member with no online experience. These potential adjunct faculty 

members, however, may be able to bypass Advanced Blackboard if they have the 

experience and documentation to complete the “test-out” option. 

 Prospective adjunct faculty members who live far from our sites should not be dismissed 

just because of where they live. Several chairs have had good luck with finding, 

interviewing, and developing adjunct faculty members who live at a distance. 

 Faculty Development & Support (FD & S) has an entire process for identifying and 

screening potential online faculty members. They make use of the Taleo system.  
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 The administrative assistant in your College has access information for Taleo. Using this 

access, you can view information related to all applications received for your College. 

 If you have need of faculty members with very specific skill sets, contact FD & S to 

discuss your needs and develop a plan. 

 Remember that it takes time to identify, hire, and prepare adjunct faculty to teach online. 

When possible, try to look ahead in your schedule, identify your needs, and begin the 

search well in advance of when the faculty member is needed. Two semesters is not 

unreasonable although preparation can be accomplished more quickly if the potential 

faculty member is willing to do the required work quickly. Here is the link to check for 

the HOT schedule to help with your planning: 

http://www.wilmu.edu/edtech/training/onlinetraining.aspx  

 

Making Decisions about which Courses/Programs to Develop 

 Programs which have been clearly identified as ones for distance development should 

have first priority. What are the priorities for your College? 

 Developing two or three courses at a time during every development cycle is the best 

approach to getting a program completed in the OL format. 

 Single courses (those not part of a specific program) should be developed when they 

serve as electives for several programs also developed or being developed at a distance. 

 Decisions on which programs to develop in a distance format will be made at the College 

level. Popular programs, those with a special focus, and those with many students 

requesting the program in online format should be considered. 

 Decisions to develop a program in the online format should be made only after 

confirming that the faculty resources to develop and teach in the program are in place. 

Planning for this should begin months in advance so that faculty can go through the 

online training process. 

 While it is tempting to try the online format to shore up a small or faltering program, our 

experience with this to date has not been positive. If this path is chosen for such a 

program, then the Chair should insure that the appropriate marketing resources will be 

available. 

 Forward thinking is a must when it comes to online development. The process from 

hiring and training an adjunct faculty member to developing and evaluating a new course 

can take 6 months or more. 

 

Online Course Development 

 As a general rule, a developer should only develop one course/semester. Assigning a 

developer to more than one development at a time often results in one of the courses left 

undone and needing to be moved to the next development cycle. 

 A developer should not be assigned to develop a new course if that developer has 

unfinished course development work from previous semesters or has not met the mid-

point benchmarks for development in the current semester. 

http://www.wilmu.edu/edtech/training/onlinetraining.aspx
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 Ideally, a developer will have already taught the course to be developed in the f2f format 

and will have taught an already developed online course. WU Chairs believe these 

experiences, along with completion of HOT, make for the most successful developer. 

 A developer with a previous rubric score of 1 or 2 should only be assigned to develop 

another course with Dean’s approval. 

 Payment for the development of practicum or internship courses* depends on the amount 

of planned interaction individual students have with their WU instructor (since this 

equates to the amount of work in course development). Practicum courses are rated on 3 

levels with associated payment dependent on the amount of work required: 

o Low/payment of $500 – Student and WU faculty member have limited 

planned interaction. Student picks up syllabus from Bb and turns in 

assignments via Bb but limited interaction with WU instructor is required and 

limited use is made of discussion board and assignment manager. 

o Medium/ payment of $1200 – students and WU faculty have planned contact 

on Bb weekly and some assignments/logs/discussion boards required 

throughout course although may not be weekly.  

o High/ full payment – Student and WU faculty have planned contact via Bb at 

least twice/week.  Weekly assignments/logs/discussion boards are required. 

o The level decision is made by the Online/ Instructional Design Manager in 

conjunction with the appropriate Chair or Dean (or Online Learning Liaison 

as needed). The Instructional Design Team has good examples of practicum 

courses which merit “full pay” – these may be used as reference. 

(*Defined as an educational and practical experience that integrates previously mastered 

classroom study and experience in the workplace into a planned and supervised work 

setting). 

 Chairs should have Dean’s approval to assign themselves to develop an online course. 

Consideration should be given to allowing a course load reduction in lieu of pay for a 

Chair to develop an online course. 

 When planning for online course development, identification of a “back-up developer” is 

strongly recommended. This “back-up” person can step up to develop the course or to 

complete development in the event of an emergency with the primary developer. 

 Chairs should try, if at all possible, to attend the final course review meeting with the 

online team. 

 Chairs should be looking at courses as they are in the process of development so that any 

issues are addressed in a timely manner.  Use the rubric as a guide when you are 

reviewing courses. 

 Developing the course based on course objectives and not the book can significantly 

increase the shelf life of the online course. 

 Final rubric scores for developed courses are available for review. The process for 

accessing this information is currently under development. 
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Online Course Implementation 

Any changes to the syllabus or textbook in a course that is also offered in an online format 

should be communicated to the Instructional Design team as soon as the decision is made. 

 

 During the Registration Period 

o Deciding when and how to offer multiple sections 

 First determine if you have an appropriately prepared faculty member 

available to teach an additional section. 

 Is it early in the registration schedule?  If so, another section might fill. 

 Do you have an estimate of how many students need this course? 

 Consider adding another section to the following block instead of the 

current one as this will maximize chances of the course running and will 

give the newly identified instructor time to prepare. 

o Newly developed online course offerings 

 Best if the developer teaches the first section offered. 

 Preferable to only offer one section. 

 This gives the developer an opportunity to run the course and make 

appropriate changes based on the initial experience. 

o Posting two sections with a max of 10 students each  

 If this course has filled when offered previously, you might decide to put 

in 2 sections as you are doing your year-long schedule. 

 Seriously consider maxing the courses at 10 students each and then 

increasing them as the courses fill.  

 This keeps sections equal in size and prevents possibly having to delete a 

section or re-distribute students later. 

o Include all necessary dates and requirements with hybrids or online courses (in 

Notes section) 

 Clearly identify for students in hybrid classes which weeks they need to 

plan to be on campus and which weeks will be done online. 

 If synchronous meetings are planned for an online course, the required 

dates should be clearly identified in the “notes” section during registration 

planning so that full disclosure is available to students at the time they 

register for the class.  

 Any special requirements should also be communicated to students at this 

time. For example, the need for a web camera or headset should be clearly 

identified in the notes section. 

  Here is an example:  Students must have a web cam (audio/video) 

installed prior to course start date. Scheduled web meetings are required 

on November 1, 15, 29 and December 13 from 7-8pm EST. This is an 

Online section that requires Internet access and will meet entirely online. 

The online week runs from Monday to Sunday. Prerequisite DIS 095 is 

free of charge, is completed through Blackboard in approx. 60 minutes, 



On-line Best Practices Page 5 
 

and only has to be completed one time while at Wilmington University. All 

undergraduate online courses are billed at the New Castle rate. 

 

 Once the New Course Begins 

o New online instructors should have their class visited by their Chair or Online 

Coordinator as early as possible in the block.  Frequent contact with a new 

instructor during the first OL experience can pay future dividends. 

o The checklist entitled “Live Online Course Review Guide” (see attached) was 

developed with input from several Chairs and can be used to guide and/or 

document your visit.  

o A call or e-mail from the Chair or Online Coordinator early in the experience is 

also recommended. 

 

 After the First Offering of the Course 

o Review enrollment and drop-outs to help determine number of offerings for future 

semesters. 

o Review IDEA reports. Contact the instructor regarding the IDEA report and 

discuss the results. 

o Discuss any changes that might need to be made based on the first offering and 

work with Instructional Designer to complete the changes. 

 

 Re-development 

o Notify OL staff when a decision is made to change a book in a course that is 

available in the online format. 

o Carefully review the success of a course before requiring re-development. Review 

of IDEA written comments at this time can give some insight into what appealed 

to students about the course (i.e. – things to keep in the course). 

o There is a re-development schedule, based on date of initial development, for 

review of all courses. 

o Programs currently in Program Review may want to wait until after the Program 

Review process is completed to address scheduled re-development as Program 

Review often leads changes to courses. If you have courses scheduled for re-

development during your program review cycle, please contact the Director of 

Online Learning or the Online Learning Liaison to discuss how to proceed. 

 

 

 

 

11/2010: Revised 3/2012 
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Attachment 

Live Online Course Review Guide 

This guide is intended to help Chairs do a rapid assessment of an ongoing online 

course.  Chairs have a responsibility to know how their courses are progressing. 

Reviewing a course can provide information about student and faculty engagement 

with the course materials. 

Announcements     

 Was the last announcement posted in a timely manner? Y N ? 

 Is there a “trail of announcements so you can see how the 

instructor has communicated with students? 

Y N ? 

 Is the tone of the announcements acceptable? Y N ? 

 Are there references in the announcements to discussion 

boards, upcoming work, and/or expectations? 

Y N ? 

 Do the announcements show responsiveness to student 

concerns and/or questions? 

Y N ? 

Comments on Announcements: 

Bb Dashboard     

 How long has it been since instructor accessed the course 

– is this acceptable? 

Y N ? 

 Are students accessing the course a reasonable number of 

times/week? 

Y N ? 

 Are students and instructor visiting the discussion board 

an acceptable number of times? 

Y N ? 

Comments on Bb Dashboard: 

Syllabus     

 Is the correct syllabus available? Y N ? 

 Is there an appropriate course outline/schedule? Y N ? 

Comments on Syllabus: 

Grade Center     

 Do the assignments on the syllabus match those on Grade 

Center? 

Y N ? 

 Are assignments linked to Grade Center? Y N ? 

 Are there a lot of exclamation points indicating ungraded 

student work? 

Y N ? 

Comments on Grade Center: 
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Discussion Board     

 Is there evidence that the instructor has been in DB? Y N ? 

 Are students responding appropriately to the DB topic? Y N ? 

 Is there evidence of deep thinking? Y N ? 

 Is there any evidence of inappropriate discussion? Y N ? 

 If so, is there appropriate direction from the 

instructor? 

Y N ? 

Comments on Discussion Board: 

Student Discussion Area     

 Are students reaching out to each other with 

questions/concerns? 

Y N ? 

 Do you get a “feel” here that things are going 

well in the course? 

Y N ? 

Comments on Student Discussion Area: 

Final Considerations     

 Are materials presented in a logical and organized 

manner? 

Y N ? 

 Is the instructor providing feedback as needed? Y N ? 

 Are appropriate additional learning resources 

provided? 

Y N ? 

 Is critical thinking encouraged? Y N ? 

 Does the instructor summarize material on an on-

going basis? 

Y N ? 

Comments on Final Considerations: 

 

Pull it all together. Do you need to give this instructor kudos? Does he/she need immediate 

mentoring and guidance? Are there reminders that can be sent to all instructors as a result of 

your review? 

 

 

 

 

Spring, 2011 

 


