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Managing Your Online Class  
Your role as a faculty member changes as you move online, as does the role of students.  The online 

environment gives them access to much information, but has the potential to overwhelm them.  As you guide 

the class and facilitate their learning, you are using new practices yourself. 

As we noted in the last section, we are differentiating between "teaching practices" and "management 

practices."   

With that in mind, some key questions in this section are: 

¶ How can you make your expectations clear to students who you never see physically? 

¶ How can you manage the increased amount of reading you will do in an online classes? 

¶ How can you get your students to see you (and their fellow students) as a real person? 

¶ In a cut and paste world, how is copyright and a concept such as Creative Commons altering how 

academic integrity is viewed? 

¶ How do you ensure that students with special needs are accommodated in your class? 

¶ Who should you refer students to if they have technical issues in your online class? 

¶ How can VCU Libraries assist online students in their learning? 

Setting and Reviewing Expectations  

As we noted in Teaching Practices, one of the Seven Principles was Communicating High Expectations.  

Chickering and Gamson noted that faculty members should expect: 

άƳƻǊŜ ŀƴd you will get it. High Expectations are important for everyone - for the poorly prepared, for those 

unwilling to exert themselves, and for the bright and well motivated. Expecting students to perform well 

becomes a self-fulfilling prophecy when teachers and institutions hold high expectations of them and make 

ŜȄǘǊŀ ŜŦŦƻǊǘǎέ 

Here is a good example of an online professor at MiraCosta College who uses a Q&A webpage to set 

expectations for her class.  She answers questions that students typically have on how much time the class will 

take, whether the class is hard, what the course covers, etc. 

Of course, you do not have to set up your own website.  You could achieve the same goal within Blackboard.  

The key is to communicate your expectations. 

Lisa Ford, an elearning consultant with SkillSoft, suggested communicating the following expectations to 

students: 

1. Make time for e-Learning. Set aside specific times to work on your courses and stick to your schedule. 

Internet based courses do not have the regular meeting times and terms that instructor-led courses 

have, so you can set your own time schedule. 

http://www.vcu.edu/cte/resources/OTLRG/03_01_TeachingPracticesHome.html
http://lisahistory.net/hist104/
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2. Pace yourself.  Deciding your own hours is great, but make sure you do not fall behind in your 

schedule. Catching up is difficult. Create milestones or check points to help you stay on track. 

3. Prepare for the course by reviewing its organization, navigation, tools and resources.  Read the 

introductory materials in the course before getting started. Exploring the materials will clarify the 

course structure and help you work efficiently once you begin. 

4. Be a strategic learner.  Look at the learning outcomes and scan the assignments prior to starting the 

course. Keep the outcomes and tasks in mind as you work through sections of the course. 

5. 5ƻƴΩǘ ŦŜŜƭ ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ǊŜŀŘ ŜǾŜǊȅǘƘƛƴƎ.  {ǘǳŘŜƴǘǎ ƘŀǾŜ ŘƛŦŦŜǊŜƴǘ ƭŜŀǊƴƛƴƎ ǎǘȅƭŜǎ ŀƴŘ ǎƻƳŜ ŘƻƴΩǘ 

need to read everything to succeed. 

6. Maintain a positive attitude.  5ƻƴΩǘ ōŜŎƻƳŜ ŘƛǎŎƻǳǊŀƎŜŘ ƛŦ ȅƻǳ Ǌǳƴ ƛƴǘƻ ŘƛŦŦƛŎǳƭǘƛŜǎΦ 5ŜǾŜƭƻǇƛƴƎ new 

skills and knowledge is sometimes difficult, but the gain is worth the pain. Moreover, it may take some 

adjustment to get comfortable working remotely. 

7. Take the initiative.  Learning is a process and there is not necessarily one right answer to most 

questions. Online learning allows you to balance independent learning with mentoring. 

8. Collaborate.  Helping others and sharing your view will enhance your learning and make it more fun. 

9. Share your experiences.  Ask yourself whether the material in the course is consistent with your 

experience, and analyze why or why not. Share these ideas with others to challenge your own thinking 

and learn from the ideas of your colleagues. 

Keep in mind that expectations can be a double-edged sword.  You obviously will want to stick to the same 

standards you are requiring of your students! 

Time Management  

Like many faculty members, you may enjoy the time flexibility and time-shifting that can occur when teaching 

online, but there are definitely time considerations.  Teaching online carries with it time adjustments that you 

should recognize and factor in to your professional (and sometimes personal) life. 

Connecting and communicating with students online takes time.  Discussion forums will extend and strengthen 

the social interaction that occurs naturally in a face to face class. Students who were otherwise shy, or at least 

not participative in the live discussion in a f2f class, will often come out of their shells and spend a great deal of 

time participating in the online discussion. Students who tend to dominate live discussions will still participate 

in the online discussion, but others will have a chance to respond because the discussion is asynchronous and 

extended over time. 

However, these benefits come at a price. Time requirements need to be carefully considered for both students 

and faculty. Managing time is critical in order to prevent students from leaving because of lack of interaction 

and to make sure faculty do not over-or under-do the time on task in an online course. Over-doing it could 
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result in faculty burnout and under-doing it could result in lower student retention. A balance needs to be 

found that will work for everyone involved. 

Janie Sullivan, an educator from Arizona with nearly twenty years experience teaching in higher education, 

provided the following Time Management Tips for Online Teachers 

Web Learning Curve 

Part of your time management process will be the learning curve in the use of the Blackboard learning 

management system or other online website you use, such as a wiki. Not only do you need to know how to use 

these sites, but you must be prepared for upgrades and new releases of the software, something which always 

seems to add challenges. 

Take the Focus off the Technology 

Just as you need to learn how to use Blackboard, your students will also require some time. Here are some 

strategies that you can use to help the students right away, saving time and taking the focus off the technology 

and putting it on the content. 

¶ Structure the course carefully 

¶ Use the discussion forums extensively 

¶ Do not overload the students the first two weeks 

¶ Publish the course schedule in several places in the CMS 

¶ Let the students help each other 

Developing a Routine and Schedule for Online 
Classes 

Online classes certainly give both you and your students time flexibility, but that flexibility can be a trap for 

both you and your students.   

One of the mistakes new online faculty members sometimes make is to not structure the class and give 

deadlines.  One faculty member new to teaching online put in his syllabus that he recognized that many of his 

students were working individuals...and so there would be no deadlines in his class.  He then found that 80% of 

his students waited until the last week of class to submit all assignments!  He was hard-pushed to grade that 

ǾƻƭǳƳŜ ƻŦ ƳŀǘŜǊƛŀƭ ōȅ ƎǊŀŘŜ ǎǳōƳƛǎǎƛƻƴ ŘŜŀŘƭƛƴŜΧŀƴŘ ƘŜ ŎŜǊǘŀƛƴƭȅ ǿŀǎ ǳƴŀōƭŜ ǘƻ ǇǊƻǾƛŘŜ ǉǳŀƭƛǘȅ ŦŜŜŘōack to 

his students. 

Online students need to be more self-motivated and self-sufficient than classroom students, but that 

motivation can be built in to the schedule.  Tips we have used: 

1. Divide your content into weekly modules or lessons. 

This is really no different than if you were meeting with your students once or twice a week.  It simply 

helps to chunk your content, interactions, discussions, and assessments; dividing your material into 

weekly segments.  However, go easy on the first week.  Some of your students are both trying to learn 

their way around both Blackboard and your material.  Make the first assignment one that helps your 

http://distance-education.suite101.com/article.cfm/time_management_tips_for_online_teachers
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students get comfortable with the online learning environment.  (See our section on Icebreakers for 

some ideas.) 

In dividing your class up, think about your target audience and their schedules.  Just because the 

ǎŜƳŜǎǘŜǊ ǎǘŀǊǘǎ ƻƴ ŀ ²ŜŘƴŜǎŘŀȅ ƻǊ ¢ƘǳǊǎŘŀȅ ŘƻŜǎ ƴƻǘ ƴŜŎŜǎǎŀǊƛƭȅ ƳŜŀƴ ȅƻǳǊ άǿŜŜƪέ ŘƻŜǎ ŀǎ ǿŜll.  If 

you recognize that the majority of students will be working on your class on weekend, have your 

άǿŜŜƪέ Ǌǳƴ ŦǊƻƳ aƻƴŘŀȅ ǘƘǊƻǳƎƘ {ǳƴŘŀȅΦ  In fact, having your first lesson run for 9-10 days gives you 

time to work through the growing pains new students have with Blackboard and online 

communications.  (And check what a "week" might be if you are teaching students in another 

country...and be adaptable to that as well.) 

2. Use a consistent format in your weekly lessons. 

Nothing confuses students more than a constantly changing format to your class.  Find a format that 

works for you and them and stick to it.  In customizing your class, you can set up a Menu category 

called LESSONS, and then place a folder for each weekly lesson in that content area.  Inside each 

weekly lesson folder, you can then place a consistent series of folders, such as Readings, Discussions, 

Assignments, etc. 

 
 

 

3. Have graded assignments each week, including discussions. 

Grades are a pretty powerful motivator for students.  Providing weekly grades also increases the 

frequency in which you can give students feedback on their progress. 

4. Separate deadlines for discussions and for written work. 

Managing asynchronous discussions can be time consuming, but it helps if there is a consistent flow to 

discussions.  One method of improving discussions is to have a deadline for initial comments and a 

second deadline for comments and responses.  It also helps to provide a rubric on your expectations 

regarding discussions.  For instance, letting students ƪƴƻǿ ǘƘŀǘ ŎƻƳƳŜƴǘǎ ǎǳŎƘ ŀǎ άL ŀƎǊŜŜέ ŀǊŜ 

ŎƻƴǎƛŘŜǊŜŘ ά/-ƭŜǾŜƭ ǿƻǊƪέ ǿƛƭƭ ǎŜǘ ǘƘŜ ōŀǊ ƘƛƎƘŜǊΦ 

5. Do not use midnight as a deadline. 

Midnight is an arbitrary time and ignores the reality that many of your students work late into the 

night when online.  In reviewing course statistics after a few weeks of your course, it is not unusual to 

find that someone in your class has been online in the class every hour of the day.  Additionally, many 

http://www.vcu.edu/cte/resources/OTLRG/04_05_Icebreakers.html
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ǎǘǳŘŜƴǘǎ όŀƴŘ ǎƻƳŜ ŦŀŎǳƭǘȅύ ƘŀǾŜ ǘǊƻǳōƭŜ ŎƻƴŎŜǇǘǳŀƭƛȊƛƴƎ ŜȄŀŎǘƭȅ ǿƘŜƴ άƳƛŘƴƛƎƘǘέ ƛǎΦ  For instance, if 

September 9th is a Wednesday, and you designate that a paper is due by midnight, September 9th, in 

reality, you have just set the deadline for Tuesday night, since midnight (or 0000 on a world clock) is 

the start of September 9th.  If you meant for students to turn something in Wednesday night, setting a 

deadline of midnight September 10th is just as confusing.  Something that has worked for us is simply 

to state that papers are due September 9th without specifying a time. 

6. Be proactive in contacting students who miss deadlines. 

If you rigorously check and follow-up the first couple of weeks on deadlines, in many cases you will 

άǘǊŀƛƴέ ȅƻǳǊ ǎǘǳŘŜƴǘǎ ŀǎ ǘƻ ŀŎŎŜǇǘŀōƭŜ ōŜƘŀǾƛƻǊΣ ǿƘƛŎƘ ǘƘŜƴ ōŜŎƻƳŜǎ ǘƘŜ ǊƻǳǘƛƴŜ ŦƻǊ ǘƘŜ ǊŜƳŀƛƴŘŜǊ ƻŦ 

the class.  Take advantage of some of the technology tools such as discussion board subscription or 

RSS feeds to stay abreast of student activity. 

The First Week ð Icebreakers Online  

As Palloff and Pratt noted in their 2007 book Building Online Learning Communities that building a learning 

community begins in the first week of class.  One way to kick start this is to have a fun icebreaker online before 

diving in to the course content.  Just as in a face-to-face class, an icebreaker tends to establish the presence of 

each individual and open those critical lines of communication. 

Icebreakers are a great way of establishing social presence ς for both students and you as the professor.  

Conrad and Donaldson, in Engaging the Online Learner (2003), suggested that online icebreakers should be 

fun, creative, expressive, and focused more on the personal life than the academic life.  For them, an effective 

icebreaker: 

¶ Is fun and non-threatening 

¶ Is person-focused and not content-focused 

¶ Requires learners to read and responŘ ǘƻ ŜŀŎƘ ƻǘƘŜǊǎΩ ŜƴǘǊƛŜǎ 

¶ Requires learners to find commonalities with others in the class 

¶ Requires a learner to be imaginative or express genuine openness 

Some examples of icebreakers: 

¶ Teaching With Technology Icebreaker Ideas 

This wiki contains a variety of icebreakers that can be used with online classes.  We have used the 

what superhero are you, three websites you visit, books your are reading, and find things in common 

between yourselves techniques. 

http://twt.wikispaces.com/Ice-Breaker+Ideas  

¶ Name that Movie 

If you were to write the musical score to your life, what two songs would you pick...and why?  For 

others, based on these two songs, what title would you give the movie made about this person's life?  

Have fun with this! 

http://twt.wikispaces.com/Ice-Breaker+Ideas
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¶ Truth and Lies 

Enter two truthful statements and one falsehood about yourself into the discussion board.  Other 

students then try to distinguish the truths from the lie.  If you are as outrageous with your truths as 

your lies, this can be a fun exercise in which we learn a great deal about each other. 

¶ If I Were an Appliance 

Which kitchen appliance best describes you?  And why?  Then comment on the other appliances with 

which you would like to hang out. 

¶ Snowball 

Introduce yourself as faculty, including personal interest items.  The next person should not only enter 

basic information about her or himself, but should find one thing in common with the first entry.  This 

continues with each student entering an introduction and noting three people where they find they 

have something in common.  In turn, students should begin responding to others with whom they 

found they had something in common. 

For additional ideas, see what Southern New Hampshire University faculty shared as icebreaker ideas 

Filtering and Preventing Information Overload  

!ƭǾƛƴ ¢ƻŦŦƭŜǊ ŎƻƛƴŜŘ ǘƘŜ ǘŜǊƳ άƛƴŦƻǊƳŀǘƛƻƴ ƻǾŜǊƭƻŀŘέ ƛƴ ǘƘŜ мфтлΩǎΣ ǊŜŦŜǊǊƛƴƎ ǘƻ ŀƴ ŜȄŎŜǎǎ amount of 

information being provide which made processing difficult.  Many have suggested that the internet has 

increased information overload for both students and faculty.  However, Clay Shirkey gave a presentation with 

the title "It's Not Information Overload. It's Filter Failure" at the Web 2.0 Expo. He argued that information 

abundance has been a problem since Gutenberg's invention of the printing press. 

People have studied information overload for decades.  Miller (1960) identified six strategies for dealing with 

information overload: 

¶ The strategy of omission, or the temporary non-processing of information.  

¶ Processing information readily at hand, even if it is bad or incorrect information.  

¶ Queuing or delaying the processing of some information with the hope of catching up later.  

¶ Information filtering or looking at information at a higher level and saying, "I will go through this and I 

won't go through that."   

¶ Simply walking away from the task.  

¶ Generalizing, using minimal information to draw broad conclusions.  

None of these are really sustainable in a digital age.  There is no single cookie cutter approach to information 

management.  However, there are emerging trends that suggest you and your students can develop personal 

approaches to information management. 

Technologies can help learners take control of and manage their own learning. Johnson and Liber (2008) noted 

that in using technology to shift the locus of control over learning to the learner, the ways in which learners 

exercise that control becomes an important educational issue. Tools such as RSS feeds, wikis, social 

bookmarking, and blogs potentially set up an environment that allows learners to: 

http://acadweb.snhu.edu/DE/Goddard_Gretchen/icebreaker%20activities.htm
http://www.informaworld.com/smpp/content~db=all~content=a788482318
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¶ set their own learning goals 

¶ manage their learning;  

¶ managing both content and process 

¶ communicate with others in the process of learning 

ΧŀƴŘ ǘƘŜǊŜōȅ ŀŎƘƛŜǾŜ 

their learning goals.  

These tools can be 

multi-layers or simple, 

and may include a 

desktop application 

with one or more web-

based services.  For 

instance, a fairly 

mature personal 

learning system 

illustrated below uses 

multiple systems for 

collecting information, 

creating and sharing 

information, 

collaborating with 

others, and 

communicating with a 

fellow network of learners: 

Taking the time to develop your own process for filtering information (and helping your students build that 

skill) is an investment that pays off over time.  Using web tools for collection and filtering can integrate both 

the formal and informal learning episodes into a single experience.  Social networks can be used to cross 

institutional boundaries, connecting a range of resources and systems within a personally-managed space. 

In developing this personal space:  

¶ Clarify your information needs for each situation. Information needs are dynamic, varying according to 

the decisions you need to make, the projects you are engaged in and your role in those projects. 

¶ Identify potential sources (books, articles, Web sites, databases) and common keywords that describe 

the concepts you are researching.  

¶ When using search engines, use advanced search options in lieu of simple search options. 

¶ Rather than trying to follow everyone, pick the three to four "thought leaders" and just follow them. 

¶ Use RSS feeds to pull in the information you need.  

¶ Use filters to pre-sort incoming mail and selectively participate in aggregators, listservs, chat rooms. 

¶ Adopt naming conventions for tags and stick to them.   

¶ When working in a team, agree upon naming conventions at the outset. For example, add draft 

numbers to file names as revisions are made. 

¶ Set criteria for what you want to save or delete.  
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¶ Work out how and when to process information. 

¶ Review your information periodically. Prune ruthlessly based on use. If you don't access a file within a 

specified time limit, then don't keep it. 

Creative Commons and Copyright  
The Association of Research Libraries provides useful tips in Know Your Copy Rights, from which the following 

is provided. 

In your teaching, you often would like to share legitimately with your students articles, video, music, images, 

and other intellectual property created by others.  Sorting out what you can oǊ ŎŀƴΩǘ Řƻ ƛǎ ƻŦǘŜƴ ŎƻƴŦǳǎƛƴƎΣ ŀƴŘ 

things are not clear cut on the web. Lack of clear-cut answers may translate into delays, doubts, fear of 

liability, and decisions to err on the side of caution and non-use.  But frequently you do not need to get 

permission or pay a fee. Use rights may have been licensed by your library or reserved under law. Or you can 

choose to use material available under Creative Commons.  

In many cases, you can eliminate the need for permission or fee by simply giving your students a link to the 

work instead of making copies of it. For example: 

¶ The VCU Library already may have paid for a subscription license that entitles you and your students to 

online access.  Simply link to these resources. 

¶ 9ǾŜƴ ƛŦ ǘƘŜ ƭƛōǊŀǊȅ ƘŀǎƴΩǘ ǇǳǊŎƘŀǎŜŘ ŀŎŎŜǎs, the work may be available for free on a legitimate Web 

ǎƛǘŜΣ ǎǳŎƘ ŀǎ ȅƻǳǊ ƛƴǎǘƛǘǳǘƛƻƴŀƭ ǊŜǇƻǎƛǘƻǊȅ ƻǊ ŀƴƻǘƘŜǊ ƻƴƭƛƴŜ ƻǇŜƴ ŀǊŎƘƛǾŜΣ ǘƘŜ ŀǳǘƘƻǊΩǎ ƘƻƳŜǇŀƎŜΣ ƻǊ ŀƴ 

open access journal.   

Fair Use 

To ensure a balance of the rights of copyright owners and the public interest, the law allows you to use 

copyrighted works without permission τ regardless of medium τ when evaluation of the circumstances 

suggests the use is fair. 

¢Ƙƛǎ άŦŀƛǊ ǳǎŜέ ǇǊƻǾƛǎƛƻƴ ƻŦ ŎƻǇȅǊƛƎƘǘ ƭŀǿ ŘƻŜǎƴΩǘ ǇǊƻǾƛŘŜ ƘŀǊŘ ŀƴŘ Ŧŀǎǘ ǊǳƭŜǎ ǘƻ ǘŜƭƭ you whether a use qualifies 

as fair. Instead, the unique facts regarding a use lead you to a reasoned conclusion.  Your evaluation should 

weigh four factors: 

1. Purpose and character: If your use is for teaching at a nonprofit educational institution, this is a factor 

favoring fair use. The scale tips further in favor of fair use if access is restricted to your students. 

2. Nature of copyrighted work: Is the work fact-based, published, or out-of-print? These factors weigh in 

favor of fair use. 

3. Amount used: Using a small portion of a whole work would weigh toward fairness. But sometimes it 

may be fair to use an entire work (such as an image) if it is needed for your instructional purpose. 

4. Market effect: A use is more likely to be fair if it does not harm the potential market for or value of the 

copyrighted work. But if it does, this could weigh more heavily against fair use than the other factors.  

Consider each of these factors, but all of them do not have to be favorable to make your use a fair one. When 

the factors in the aggregate weigh toward fairness, your use is better justified. When the factors tip the scales 

http://www.knowyourcopyrights.org/bm~doc/kycrbrochure.pdf
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in the other direction, your need to obtain permission from the copyright holder increases.  5ƻƴΩǘ ǿƻǊǊȅ ǘƘŀǘ 

ǘƘŜ ŀƴǎǿŜǊ ƛǎƴΩǘ ŎǊȅǎǘŀƭ ŎƭŜŀǊΦ Wǳǎǘ ŘŜŎƛde whether the factors weigh enough toward fairness so that you are 

ŎƻƳŦƻǊǘŀōƭŜ ƴƻǘ ǎŜŜƪƛƴƎ ǇŜǊƳƛǎǎƛƻƴΦ {ƻƳŜ ǎǳƎƎŜǎǘ ǊŜƭƛŀƴŎŜ ƻƴ ǘƘŜ άƎƻƭŘŜƴ ǊǳƭŜέ τ if you were the copyright 

holder, would you see the use as fair and not expect to be asked for permission? 

Video is the murkiest area of copyright.  While one could show a video they had purchased in a classroom as 

ŦŀƛǊ ǳǎŜΣ ǎǘǊŜŀƳƛƴƎ ƛǘ ƻǾŜǊ ǘƘŜ ƛƴǘŜǊƴŜǘ ƛǎ ŎƻƴǎƛŘŜǊŜŘ άŘƛǎǘǊƛōǳǘƛƻƴέ ŀƴŘ ǘƘŜǊŜŦƻǊŜ ŀ Ǿƛƻƭŀǘƛƻƴ ƻŦ ŎƻǇȅǊƛƎƘǘΣ ŜǾŜƴ 

if you had purchased a single copy.  It therefore is best to find the video already online and link to it. 

Creative Commons is an organization set up to expand the range of 

creative works available for others to build upon legally and to share. The 

organization has released several copyright licenses known as Creative 

Commons licenses. These licenses allow creators to communicate which rights they reserve, and which rights 

they waive for the benefit of recipients or other creators. 

Creative Commons defines the spectrum of possibilities between full copyright and the public domain - from 

all rights reserved to no rights reserved.  Their licenses help you keep your copyright while allowing certain 

uses of your work τ ŀ άǎƻƳŜ ǊƛƎƘǘǎ ǊŜǎŜǊǾŜŘέ ŎƻǇȅǊƛƎƘǘΦ 

When published to the web, the author of the text, image, video, or audio file will choose from a set of 

conditions they wish to apply to their work: 

 

You (and your students) can therefore use works you and they find online in your course as long as you follow 

their licensing condition (attribution) 

Creative Commons 

VCU Libraries Copyright Resource Website 

Academic Integrity  
Academic integrity is a fundamental value in higher education.  Students and faculty build their learning 

communities based on honesty, trust, fairness, respect and responsibility. 

άBest Practice Strategies to Promote Academic Integrity in Online Education,έ ±ŜǊǎƛƻƴ нΦлΣ WǳƴŜ нллфΣ ƛǎ ōŀǎŜŘ 

ƻƴ άLƴǎǘƛǘǳǘƛƻƴŀƭ tƻƭƛŎƛŜǎκtǊŀŎǘƛŎŜǎ ŀƴŘ /ƻurse Design Strategies to Promote Academic Integrity in Online 

9ŘǳŎŀǘƛƻƴΣέ ǇǊƻŘǳŎŜŘ ōȅ ǘƘŜ ²ŜǎǘŜǊƴ /ƻƻǇŜǊŀǘƛǾŜ ŦƻǊ 9ŘǳŎŀǘƛƻƴŀƭ ¢ŜƭŜŎƻƳƳǳƴƛŎŀǘƛƻƴΩǎ ό²/9¢ύ {ǘǳŘȅ DǊƻǳǇ 

on Academic Integrity and Student Authentication.  Later, the Instructional Technology Council (ITC) surveyed 

http://en.wikipedia.org/wiki/Creative_Commons_licenses
http://en.wikipedia.org/wiki/Creative_Commons_licenses
http://creativecommons.org/
http://www.library.vcu.edu/scholarcomm/copyright.html
http://wiche.edu/attachment_library/Student_Authentication/BestPractices.pdf
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its membership to invite feedback and additional strategies to enhance the WCET work.  This June 2009 

document reflects the combined contributions of WCET, the UT TeleCampus of the University of Texas System, 

and ITC. It is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 United State 

license, and is repeated here: 

Institutional Context and Commitment 

1. Establish a campus-wide policy on academic integrity that articulates faculty and student 

responsibilities.  

2. Demonstrate an institutional commitment to enforcing the policy and in supporting faculty and staff in 

the handling of academic integrity matters. 

3. Make information on academic integrity easy to find on the campus Web site, library Web site, 

department Web site, course, within the syllabus and within specific assignments. 

4. Include ethics instruction within the core curriculum and/or area-specific within degree plans. 

5. Address academic integrity at student orientation programs and events. 

6. Encourage faculty to report every suspected violation and act upon it. 

7. Secure student logins and password to access online courses and related resources, discussions, 

assignments and assessments. 

Curriculum and Instruction 

1. State the academic integrity/academic honesty policy within the online learning environment and 

discuss it early in the course. 

2. Require student engagement with the academic integrity policy. For example:  

o Ask students for their input on how to create a community of integrity at the start of the 

course.  This establishes the students as stakeholders in the community and the process of its 

formation. 

o Develop and ask students to commit to a class honor code. 

o Require students to read and sign an agreement to the campus academic integrity policy. 

o Write a letter to students about integrity and post it in the course. 

o Ask students to restate the academic integrity policy (this can also be used as a writing sample 

to use when grading and reviewing student work). 

o Ask students to reflect on the academic integrity policy in the discussion board. 

o Include a lesson on avoiding plagiarism.  

3. Have assignments and activities in which appropriate sharing and collaboration is essential to 

successful completion. Foster a community of integrity by choosing authentic learning tasks that 

require group cohesiveness and effort. For example, focus assignments on distinctive, individual, and 

non-duplicative tasks or on what individual students self-identify as their personal learning needs. 

4. Provide students with a course or course lesson on research and/or study skills. Work with library staff 

to design assignments and prepare materials on plagiarism and research techniques. 

5. Include a statement that the instructor reserves the right to require alternative forms and/or locations 

of assessments (e.g., proctoring). 

6. Ask students follow-ǳǇ ǉǳŜǎǘƛƻƴǎ ǘƻ ŀǎǎƛƎƴƳŜƴǘǎ ǎǳŎƘ ŀǎΣ άŜȄǇŀƴŘ ǳǇƻƴ ǘƘƛǎ ǎǘŀǘŜƳŜƴǘ ȅƻǳ ƳŀŘŜΣέ 

άǘŜƭƭ ƳŜ ǿƘȅ ȅƻǳ ŎƘƻǎŜ ǘƘƛǎ ǇƘǊŀǎŜΣ ŘŜǎŎǊƛǇǘƛƻƴ ƻǊ ǊŜŦŜǊŜƴŎŜΣέ ŀƴŘ άŜȄǇŀƴŘ ǳǇƻƴ ǘƘŜ ƛŘŜŀǎ ōŜƘƛƴŘ ǘƘƛǎ 

ǊŜŦŜǊŜƴŎŜΦέ 
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7. Select one or two difficult concepts from the paper and ask the student to restate/rewrite the 

information. 

8. Require students to share key learning from references for a paper or self-reflection on an assignment 

in the discussion board. 

9. Include an ethical decision-making case study within the course. 

Faculty Support 

1. Incorporate academic integrity strategies into professional development and faculty training offerings. 

2. Publish academic integrity strategies and policies in faculty handbook and Web-based faculty 

resources. 

3. Publish guidelines for handling/reporting individual student infractions. 

4. Assign a department academic integrity liaison to support faculty. 

5. Use SafeAssign. 

6. Use Google to search for a unique text string or unique phrase from the paper. 

7. Keep student papers filed in the department by topic for reference. 

Student Support 

1. Define academic integrity and cheating and clearly explain what is considered dishonest and 

unacceptable behavior. 

2. Provide information and examples to help students understand the difference between collaboration 

on assignments and cheating, and identify plagiarism. Teach the proper use of citations. 

3. State how much collaboration is permissible on each assignment. 

4. {ǘŀǘŜ ǿƘŀǘ ǘƘŜ ƛƴǎǘǊǳŎǘƻǊΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ŀǊŜ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘǎ ŀƴŘ ŜȄǇƭŀƛƴ ǿƘŀǘ ǘƘŜȅ ǎƘƻǳƭŘ ŜȄǇŜŎǘ from 

the instructor. For example:  

o Include a statement in the syllabus encouraging honest work. 

o Repeat the campus academic integrity statement and provide a link to campus policies. 

o Describe academic dishonesty. 

o Describe the repercussions for academic dishonesty. 

o Describe permissible and impermissible collaboration. 

o Include outside links to information on plagiarism, self-tests and examples. 

o Include information on acceptable sources. 

o LƴŎƭǳŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǿǊƛǘƛƴƎ ŎŜƴǘŜǊΣ ƭƛōǊŀǊȅ ƻǊ ƻǘƘŜǊ support. 

5. Provide a writing style sheet or handbook with information on plagiarism and campus policies. 

6. Indicate assessments may require follow-up documentation, questions or assignments. 

7. State expectations for the time needed to complete coursework. 

8. State whether you will use a plagiarism detection service. 

Assessment  

1. Provide rubrics, or detailed grading criteria, for every assignment at the beginning of the course so 

students understand how they will be graded.   

2. Train faculty on ways to use the settings on the learning management system to reduce cheating:  

o Use a test bank with more questions than will be used on any particular test and have the 

learning management system pull a smaller number of questions from the test bank 
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o Randomize the order of answers for multiple test questions so for example, the correct answer 

ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ǉǳŜǎǘƛƻƴ ƳƛƎƘǘ ōŜ άŀέ ŦƻǊ ƻƴŜ ǎǘǳŘŜƴǘ ŀƴŘ άōέ ŦƻǊ ŀƴƻǘƘŜǊΦ 

o Require forced completion on exams so students cannot re-enter a test. 

o Set a short window for testing completion, i.e. one or two days to take an exam rather than a 

ǿƘƻƭŜ ǿŜŜƪΦ {ŜǘǘƛƴƎ ŀ ŎƻƳǇƭŜǘƛƻƴ ǘƛƳŜ ǊŜŘǳŎŜǎ ŀ ǎǘǳŘŜƴǘΩǎ ŀōƛƭƛǘȅ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ǘŜǎǘΣ ƭƻƻƪ ǳǇ 

the answer, and re-enter the test. Most test-taking software applications keep track of time on 

the server, not oƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎƻƳǇǳǘŜǊΦ 

o Password protect exams. 

o Show questions one at a time (makes more difficult for students to copy and paste the test in 

order to give it to someone else). 

o Use a Web browser lock-down service during testing. 

o /ƘŜŎƪ ǘƘŜ ŎƻƳǇǳǘŜǊ άǇǊƻǇŜǊǘƛŜǎέ ŦƻǊ ǘƘŜ άŎǊŜŀǘƛƻƴ ŘŀǘŜέ ŀƴŘ άŀǳǘƘƻǊέ ŦƻǊ Ŝǎǎŀȅ ƻǊ ǘŜǊƳ ǇŀǇŜǊ 

submissions if students are suspected of submitting work created by someone else.  

3.  Clarify that students with disabilities and requesting testing accommodations (extended time for 

completƛƻƴ ƻŦ ŜȄŀƳƛƴŀǘƛƻƴǎ ŀƴŘ ǉǳƛȊȊŜǎύ Ƴǳǎǘ ƛŘŜƴǘƛŦȅ ǘƘŜƳǎŜƭǾŜǎ ǘƻ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ƻŦŦƛŎŜ ƻŦ ŘƛǎŀōƛƭƛǘƛŜǎ 

and provide appropriate documentation. 

4. Change test items and assignment topics each semester. 

5. Emphasize assignments that require written work and problem solving (e.g., essays, papers, online 

discussions). 

6. Use a variety of assessment strategies (quizzes, short and long papers, test questions that require the 

application of a theory or concept). 

7. Adopt the following practices to encourage authentic written work:  

o Require students to turn in copies of reference articles with cited text highlighted. 

o Require annotated bibliographies. 

o Do not allow last minute changes in assignment topics. 

o Require specific references be used (this might be the course text). 

o Require an abstract. 

o Give narrow assignment topics (tied into class experience) and require thesis statements prior 

to topic approval. 

o wŜǉǳƛǊŜ ǎǘǳŘŜƴǘǎ ǘƻ ǘǳǊƴ ƛƴ ŀ ŘǊŀŦǘΣ ŀƴŘ ǘƘŜƛǊ ōƛōƭƛƻƎǊŀǇƘȅ ƻǊ ǊŜŦŜǊŜƴŎŜǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ǇŀǇŜǊΩǎ 

due date. 

o Require students to write a concept paper and project plan prior to completing an assignment. 

8.  Evaluate the research process and the product. 

9. After an assignment is due, have students post in the discussion board, describing the assignment and 

the research method used, a summary of conclusions and an abstract (a meta-learning essay). 

10. When evaluating student written work, consider following these practices:  

o Be wary of student writing that reads like an encyclopedia, newspaper article or expert in the 

field. 

o Look for whether a paper reflects the assignment, has changes in tense, includes odd 

sentences within a well-written paper, is based on references older than three years, refers to 

past events as current, or uses jargon. 

o Compare student writing on the discussion board with that on assignments and papers. A 

writing sample collected at the start of the semester can be helpful. 



 P a g e | 50 
 

 Online Teaching and Learning Resource Guide 

 

o Compare the writing at the beginning and end of the paper with that in the middle of the 

paper -- language, sentence length and reading level. 

o Check references; compare quotations with cited sources; look for the same author in multiple 

references. 

o Read all papers on the same topic together. 

11.  Make assignments cumulative (students turn in parts of a project or paper throughout the semester). 

12. Give open book exams. 

13. Other than grades, do not provide students feedback on tests until all of the students in the class have 

completed them. 

14. Use proctored test sites where appropriate.  

15. Faculty should use a robust user name and password to protect their computer-based grade book and 

keep a printed copy in a secure place in case students are able to hack into the computer system. 

 
After researching a wide variety of online resources that other universities make available to their respective 

student and faculty bodies, we have compiled here some of the better resources for the VCU academic 

community. These links provide general advice and strategies. None of the specific policies and procedures 

that are mentioned on these sites pertain to VCU.  For information on the policies and procedures for 

plagiarism at VCU please refer to the VCU Honor System in the Resource Guide. Most of these links provide the 

following general information on plagiarism: 

¶ What is plagiarism?  

¶ How can we recognize or detect plagiarism? 

¶ How can we avoid plagiarism? 

¶ Examples of proper and improper citations  

Resources for Faculty 

Most of the following links provide faculty with information and resources that help them to reduce the 

structural conduciveness behind plagiarism (i.e. how to create assignments that do not lend themselves to 

cheating, how to help students learn how to site sources properly, etc.). In addition to these preventative 

strategies, many of these links also offer detection strategies. 

¶ VCU  

¶ Carnegie Mellon University  

¶ University of Maryland University College  

¶ University of Melbourne  

¶ VirtualSalt: Anti-Plagiarism Strategies  

¶ 4 Reasons to be Happy About Internet Plagiarism  

Resources for Students 

http://www.vcu.edu/cte/resources/nfrg/14_02_academic_dishonesty.htm
http://www.students.vcu.edu/rg/policies/honor.html
http://www.cmu.edu/teaching/resources/plagiarism.html
http://www.umuc.edu/ugp/ewp/intro.html
http://www.services.unimelb.edu.au/plagiarism/plagiarism.html
http://www.virtualsalt.com/antiplag.htm
http://www.stu.ca/~hunt/4reasons.htm
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Most of the links below provide students with information and resources that will help them to avoid 

accidental plagiarism. Some of the more typical issues addressed here are: what is plagiarism; how to cite 

sources properly (including internet or electronic sources); and when to use quotes, paraphrasing, and 

"common knowledge". 

¶ VCU  

¶ University of Maryland University College  

¶ Indiana University  

¶ Duke University  

¶ California State University at Fullerton  

¶ University of Melbourne  

¶ Dartmouth College  

¶ Drew University  

{ŀŦŜ!ǎǎƛƎƴ ƛǎ ŀ ǇƭŀƎƛŀǊƛǎƳ ǇǊŜǾŜƴǘƛƻƴ ǘƻƻƭ ƛƴǘŜƎǊŀǘŜŘ ǿƛǘƘ ±/¦Ωǎ .ƭŀŎƪōƻŀǊŘ 

system. While plagiarism is a perennial academic issue, reports in recent years 

have suggested that incidents are on the rise, particularly cases involving 

electronic source material. Tools like SafeAssign offer one avenue for formatively teaching plagiarism 

prevention, but they are not foolproof. The materials provided here from ±/¦Ωǎ ²ǊƛǘƛƴƎ /ŜƴǘŜǊ address some 

of the theoretical and practical issues associated with tools like SafeAssign and suggest ways such programs 

might be successfully incorporated into the classroom. 

¶ Using SafeAssign  

o The View From the Writing Center 

o General Guidelines for Using SafeAssign 

o Issues Associated with SafeAssign  

Á Intellectual Property Rights 

Á Comprehensiveness 

Á Intellectual Property V Common Phrases 

¶ Blackboard's SafeAssign  

o What is SafeAssign? 

o Interpreting SafeAssign scores  

Á For students 

Á For instructors 

¶ SafeAssign's Potential as a Learning Tool  

o Incorporating SafeAssign into the Classroom 

o Using SafeAssign to Teach Paraphrasing 

o Using SafeAssign to Teach Direct Quoting 

o Using SafeAssign to Teach Student-to-Source Ratio 

¶ A Closer Look at Plagiarism  

o Policing v Prevention 

o Intentional v Unintentional Plagiarism 

o Culture: a Complicating Factor 

¶ Assignments That Discourage Plagiarism  

o Characteristics of Effective Assignments 

o Designing Effective Assignments  

http://www.students.vcu.edu/rg/policies/honor.html
http://www.umuc.edu/ugp/ewp/intro.html
http://www.indiana.edu/~wts/pamphlets.shtml
http://www.lib.duke.edu/libguide/plagiarism.htm
http://fdc.fullerton.edu/learning/Academic%20Integrity/student_guide_to_avoiding_plagia.htm
http://www.services.unimelb.edu.au/plagiarism/plagiarism.html
http://www.dartmouth.edu/~sources/contents.html
http://www.depts.drew.edu/composition/Avoiding_Plagiarism.htm
http://www.vcu.edu/uc/writingcenter/safeassign/
http://www.vcu.edu/uc/writingcenter/safeassign/ViewFromWritingCenter.html
http://www.vcu.edu/uc/writingcenter/safeassign/GeneralGuidelinesforUsingSafeAssign.html
http://www.vcu.edu/uc/writingcenter/safeassign/IntellectualPropertyRights.html
http://www.vcu.edu/uc/writingcenter/safeassign/comprihensiveness.html
http://www.vcu.edu/uc/writingcenter/safeassign/IntellectualPropertyVCommonPhrases.html
http://www.vcu.edu/uc/writingcenter/safeassign/WhatIsSafeAssign.html
http://www.vcu.edu/uc/writingcenter/safeassign/InterpretingForStudents.html
http://www.vcu.edu/uc/writingcenter/safeassign/InterpretingForInstructors.html
http://www.vcu.edu/uc/writingcenter/safeassign/IncorporatingSafeAssignIntoClassroom.html
http://www.vcu.edu/uc/writingcenter/safeassign/UsingToTeachParaphrasing.html
http://www.vcu.edu/uc/writingcenter/safeassign/UsingToTeachDirectQuoting.html
http://www.vcu.edu/uc/writingcenter/safeassign/UsingToTeachStudentSourceRatio.html
http://www.vcu.edu/uc/writingcenter/safeassign/PolicingVPrevention.html
http://www.vcu.edu/uc/writingcenter/safeassign/IntentionalVUnintentional.html
http://www.vcu.edu/uc/writingcenter/safeassign/CultureAComplicatingFactor.html
http://www.vcu.edu/uc/writingcenter/safeassign/CharacteristicsOfEffectiveAssignments.html
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Á Expose the Writing and Thinking Challenges 

Á The Value of a "Closed System" 

Accessibility  
When providing instruction online, it is important to consider whether the material we provide is accessible to 

all of our students.  As the VCU Disability Support Services website points out: 

άDǊŜŀǘŜǊ ƴǳƳōŜǊǎ ƻŦ ǎǘǳŘŜƴǘǎ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ŀǊŜ ŀǘǘŜƴŘƛƴƎ ŎƻƭƭŜges and universities due to increased medical 

advances, growth in adaptive technology, a changing job market and greater student and family awareness 

regarding legislative protection. Over half of students with disabilities in colleges and universities have hidden 

ŘƛǎŀōƛƭƛǘƛŜǎΦ ! ƎǊƻǿƛƴƎ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǎǘǳŘŜƴǘǎ ǿƛǘƘ ƘƛŘŘŜƴ ŘƛǎŀōƛƭƛǘƛŜǎ ŀǊŜ ŦƛǊǎǘ ŘƛŀƎƴƻǎŜŘ ƛƴ ŎƻƭƭŜƎŜΦέ 

!ǎ ŦŀŎǳƭǘȅΣ ȅƻǳ ŀƭǊŜŀŘȅ ŀǊŜ ƴƻǘ ǇƘȅǎƛŎŀƭƭȅ ǎŜŜƛƴƎ ȅƻǳǊ ǎǘǳŘŜƴǘǎΣ ǎƻ ȅƻǳ Ƴŀȅ ƴƻǘ ōŜ ŀǿŀǊŜ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ 

disability.  Students seeking accommodations are required to register with Disability Support Services, but you 

can be proactive to help avoid unpleasant surprises and make it easier to re-use existing material. 

Universal Design for Learning 

Universal Design for Learning (UDL) is a framework for designing educational environments that enable all 

learners to gain knowledge, skills, and enthusiasm for learning. This is accomplished by simultaneously 

reducing barriers to the curriculum and providing rich supports for learning.  

Students come to your class with a variety of needs, skills, talents, and interests. The issue is whether your 

curriculum and instructional processes provide ease of access or barriers and roadblocks. UDL attempts to 

address this issue by focusing in both curriculum and learning processes.  

To improve educational outcomes for diverse learners, the National Universal Design for Learning Task Force 

suggest applying the following principles to the development of goals, instructional methods, classroom 

materials and assessments. 

¶ Provide multiple and flexible methods of presentation to give students with diverse learning styles 

various ways of acquiring information and knowledge. 

¶ Provide multiple and flexible means of expression to provide diverse students with alternatives for 

demonstrating what they have learned, and 

¶ Provide multiple and flexible means of engagement to tap into diverse learners' interests, challenge 

them appropriately, and motivate them to learn. 

¢ƘŜ ǘŜǊƳ άǳƴƛǾŜǊǎŀƭ ŘŜǎƛƎƴέ ƛǎ ōƻǊǊƻǿŜŘ ŦǊƻƳ ǘƘŜ ƳƻǾŜƳŜƴǘ ƛƴ ŀǊŎƘƛǘŜŎǘǳǊŜ ŀƴŘ ǇǊƻŘǳŎǘ ŘŜǾŜƭƻǇƳŜƴǘ ǘƘŀǘ 

calls for curb cuts, automatic doors, video captioning, speakerphones, and other features to accommodate a 

vast variety of users, including those with disabilities. The National Task Force noted that all such flexible 

designs are less expensive and cumbersome than costly retrofits, and that, in fact, everyone benefits from 

universal design features, as anyone who has watched video with captions in a busy gym or airport can attest.  

Students differ from one another in many ways and present unique learning needs in the classroom setting, 

yet high standards are important for all students. By incorporating supports for particular students, it is 

possible to improve learning experiences for everyone, without the need for specialized adaptations down the 

http://www.vcu.edu/uc/writingcenter/safeassign/ExposeWritingAndThinkingChallenges.html
http://www.vcu.edu/uc/writingcenter/safeassign/ValueOfClosedSystem.html
http://www.students.vcu.edu/dss/faculty/awareness.php
http://www.advocacyinstitute.org/UDL/index.shtml
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line. For example, captioned video is of great help to Deaf studentsτbut is also beneficial to students who are 

learning English, students who are struggling readers, students with attention deficits, and even students 

working in a noisy classroom. 

The advent of digital multimedia, adaptive technologies, the Read-Write-Web, and other advancements make 

it possible on a broad scale to individualize education for individual students. Developers and practitioners of 

UDL apply the inherent flexibility of digital media to individualize educational goals, classroom materials, 

instructional methods and assessments. Thus, each student has an appropriate point-of-entry into the 

curriculumτand a pathway towards attainment of educational goals. 

Accessibility in Distance Education: A Resource for Faculty in Online Teaching 

http://www.umuc.edu/ade/  

This University of Maryland web site focuses on helping faculty develop accessible online learning materials for 

people with disabilities. It is divided into five major sections, targeting common accessibility questions: 

¶ What does the word "accessibility" mean? (What is Accessibility?) 

¶ What disability laws should I know about if I teach online? (Legal Issues) 

¶ What do I need to consider if I have a student with a disability in my online course? (Understanding 

Disabilities) 

¶ How do I make my Web site accessible to everyone, including students with disabilities? (How-To) 

¶ What does an accessible Web site look like? Does it have to be text based? (Best Practices) 

The University of Maryland also provides some excellent tips in Effective Practices in Online Teaching: 

Accessibility.  Of particular note is its coverage of the use of color in web material. 

FERPA Implications in Teaching Online  

 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that 

protects the privacy of student education records. The law applies to all schools and institutions of higher 

education that receive funds under an applicable program of the U.S. Department of Education. 

FERPA gives parents certain rights with respect to their children's education records. These rights transfer to 

the student when he or she reaches the age of 18 or attends a school beyond the high school level. College 

students are considered responsible adults and are allowed to determine who will receive information about 

them. 

¶ College students have the right to inspect and review their own student's education records 

maintained by the school. Schools are not required to provide copies of records unless, for reasons 

such as great distance, it is impossible for students to review the records. Schools may charge a fee for 

copies. 

¶ College students have the right to request that a school correct records which they believe to be 

inaccurate or misleading. If the school decides not to amend the record, the student then has the right 

to a formal hearing. After the hearing, if the school still decides not to amend the record, the student 

http://www.umuc.edu/ade/
http://www.umuc.edu/ade/wia/intro.html
http://www.umuc.edu/ade/li/index.html
http://www.umuc.edu/ade/ud/index.html
http://www.umuc.edu/ade/ud/index.html
http://www.umuc.edu/ade/howto/index.html
http://www.umuc.edu/ade/bp/index.html
http://deoracle.org/online-pedagogy/accessibility/effective-practices-in-online-teaching-accessibility.html
http://deoracle.org/online-pedagogy/accessibility/effective-practices-in-online-teaching-accessibility.html
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
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has the right to place a statement with the record setting forth his or her view about the contested 

information. 

¶ Generally, schools must have written permission from the college student in order to release any 

information from a student's education record. However, FERPA allows schools to disclose those 

records, without consent, to the following parties or under the following conditions (34 CFR § 99.31): 

o School officials with legitimate educational interest; 

o Other schools to which a student is transferring; 

o Specified officials for audit or evaluation purposes; 

o Appropriate parties in connection with financial aid to a student; 

o Organizations conducting certain studies for or on behalf of the school; 

o Accrediting organizations; 

o To comply with a judicial order or lawfully issued subpoena;  

o Appropriate officials in cases of health and safety emergencies; and 

o State and local authorities, pursuant to specific State law. 

Schools may disclose, without consent, "directory" information.  VCU defines directory information as: 

¶ student name 

¶ date admitted 

¶ birthdate 

¶ mailing address and telephone number 

¶ local address and telephone number 

¶ university e-mail address 

¶ semesters of attendance 

¶ major(s) 

¶ minor 

¶ specialization 

¶ school 

¶ full- or part-time status 

¶ classification (freshman, sophomore, etc) 

¶ degree sought 

¶ honors and awards 

¶ degrees and dates received 

¶ participation in officially recognized intercollegiate sports, weight, height, hometown, parents' names 

and previous school(s) attended (for members of athletic teams) 

¶ ID photograph 

¶ Emergency Contact Information 

FERPA directs that schools must tell students about directory information and allow students a reasonable 

amount of time to request that the school not disclose directory information about them. Schools must notify 

students annually of their rights under FERPA. The actual means of notification (special letter, inclusion in a 

bulletin, student handbook, or newspaper article) is left to the discretion of each school.  VCU provides this 

information on our webpage. 

http://www.enrollment.vcu.edu/rar/registration/ferpa.html
http://www.enrollment.vcu.edu/rar/registration/ferpa.html
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Those students who request a FERPA block should be aware that this request does not restrict administrative 

access to their information where there is a legitimate educational interest, but does restrict other sharing of 

ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΦ CƻǊ ŜȄŀƳǇƭŜΣ ŀ C9wt! ōƭƻŎƪ ǿƛƭƭ ƴƻǘ ƪŜŜǇ ŀŘǾƛǎƻǊǎ ƻǊ ǘǳǘƻǊǎ ŦǊƻƳ ǎŜŜƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

information, or prevent the student from being listed on a class list where access to the list is limited to 

members of the class, or from being shown in online class tools as long as use of such tools is restricted to 

members of the class. 

Online classes are covered by FERPA in the same way that face-to-face classes are covered.  By the above rules, 

it is acceptable for students to see each other's name and email addresses in Blackboard class rosters but it 

would be unacceptable for you to scan in your BANNER roster which contains student ID numbers.  It is 

acceptable to use the Blackboard gradebook and let students check their own grades, but unacceptable to post 

a list of grades, even if you used last 4 digits of a SSN as an identifier.  It is acceptable to allow outside guest 

speakers to talk to your class in Wimba Classroom, but not acceptable to send your guest speaker an advance 

copy of the class roster (unless you had the permission of all students). 

Southern Methodist University had good advice for its faculty members:  

If in doubt, don't give out! 

Technical Support For Students  
De facto, you as the person teaching online will be considered the technical support person for your course.  If 

that scares you, do not be alarmed.  Instead, be proactive and provide your students with referrals to where 

they can get help. 

 

¸ƻǳ ŀƴŘ ȅƻǳǊ ǎǘǳŘŜƴǘǎ ƘŀǾŜ ŀ ¢!. ƛƴ .ƭŀŎƪōƻŀǊŘ ŎŀƭƭŜŘ ά5ƻǿƴƭƻŀŘǎ ϧ IŜƭǇΦέ  It contains: 

The Technology Services Help Desk provides quick, courteous, 

and comprehensive computing support on the Monroe Park 

and MCV campuses. Self-service support is available online 24 

hours a day and walk-in and live phone support during posted 

hours. 

Phone: (804) 828-2227 

Email: help@vcu.edu 

Address: 

TS Help Desk 

Cabell Library Rm B-30 

901 Park Ave. 

P.O. Box 843059 

Richmond, VA 23298 

 
List this service in your syllabus and in your Blackboard site.  

http://smu.edu/registrar/ferpa/essential_faculty.asp
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Managing Student Behavior Online  
The range of students in an online class is typically much like the range you would have in a face-to-face class.  

There are quiet ones, noisy ones, take-charge types and those needing hand-holding.  You can have class 

clowns and disruptors, as well as procrastinators.  In other words, typical students! 

Noisy Students 

Much like their traditional counterpart, noisy online students expend a lot of energy raising issues that are only 

tangentially related to the topics under discussion.  The nice thing is that in asynchronous situations online, 

this is not as disruptive as face-to-face.  Other students learn and just ignore threads from this individual.  But 

in synchronous web conferences, this can be disruptive.  The key is to respectfully channel this conversation 

offline.  You can give this person the attention they desire by email, and you can control the flow of 

conversation in a web conference by disenabling all microphones and then controlling who can speak. 

Quiet Students 

These are sometimes even more problematic, in that you may not notice the lack of participation.  This suggest 

that it is a good idea to actively use Course Statistics to keep track of course hits and postings, and to use 

private emails to contact a student if they are not participating. 

Disruptive Students 

On rare occasions, a student will display behavior online that is offensive to you or others in the class.  It helps 

to provide a policy in your class on behavior, such as a Netiquette guide, like the one below.  If this occurs, deal 

with it immediately and professionally.  Make their posting in the discussion board unavailable to the public 

until you discuss the situation with this student.  In many cases, you can turn around negative behavior into a 

positive teaching moment. 

What is Netiquette? 

It is important to use the Internet and email responsibly.  Respectful communication with others and a 

cooperative attitude when taking advantage of the many resources available on the Internet are 

indispensable.  This is why the essential practice of Netiquette (net etiquette) has developed over time.   

Netiquette is a set of behaviors that should be adhered to when you travel down the Information super-

highway.  It is also termed as a professional code of behavior for electronic communication.  Generally 

ǎǇŜŀƪƛƴƎΣ ǘƘŜǊŜ ŀǊŜ ǾŜǊȅ ŦŜǿ ŀŎǘǳŀƭ άbŜǘ [ŀǿǎέΣ and the Internet community itself generally devises those that 

exist.  Therefore, the job of policing the Net is up to those who use it.   

Here are five guidelines some faculty have used to explain to their students how to become a welcomed 

member of the electronic community: 

¶ wŜƳŜƳōŜǊ ǘƘŀǘ ȅƻǳΩǊŜ ŎƻƳƳǳƴƛŎŀǘƛƴƎ ǿƛǘƘ ŀƴƻǘƘŜǊ ƘǳƳŀƴ ōŜƛƴƎ 

Because of the lack of non-ǾŜǊōŀƭ ŎƭǳŜǎΣ ƛǘΩǎ Ŝŀǎȅ ǘƻ ƳƛǎƛƴǘŜǊǇǊŜǘ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ƳŜŀƴƛƴƎΦ  

Remember that the recipient has feelings more or less like your own.  Stand up for yourself and your 

ōŜƭƛŜŦǎ ōǳǘ ōŜ ǎŜƴǎƛǘƛǾŜ ǘƻ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ŦŜŜƭƛƴƎǎΦ  Never write something to someone on email or in a 

discussion group that you would not say to those persons in a face-to-face encounter.  Avoid sending 
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ƘŜŀǘŜŘ ƳŜǎǎŀƎŜǎ όŎŀƭƭŜŘ άŦƭŀƳƛƴƎέύ ŜǾŜƴ ƛŦ ȅƻǳΩǊŜ ǇǊƻǾƻƪŜŘΦ  As many users have learned to their 

dismay, email can be misaddressed or forwarded, sometimes with devastating consequences. 

 

Also bear in mind that even thought you may delete a message from your computer system, chances 

aǊŜ ǘƘŀǘ ǘƘŜ ƳŜǎǎŀƎŜ ǊŜƳŀƛƴǎΣ ǇŜǊƘŀǇǎ ŦƻǊ ȅŜŀǊǎΣ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ƴŜǘǿƻǊƪΩǎ ōŀŎƪǳǇ ǘŀǇŜΦ 

¶ Behave ethically 

Standards of online behavior are simply different from, but not lower than, those for personal 

behavior.   

o Do not use a computer to steal. 

o Do not use a computer to bear false witness. 

o Do not use or copy software for which you have not paid. 

o 5ƻ ƴƻǘ ǳǎŜ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ŎƻƳǇǳǘŜǊ ǊŜǎƻǳǊŎŜǎ ǿƛǘƘƻǳǘ ŀǳǘƘƻǊƛȊŀǘƛƻƴΦ 

o 5ƻ ƴƻǘ ŀǇǇǊƻǇǊƛŀǘŜ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ƛƴǘŜƭƭŜŎǘǳŀƭ ƻǳǘǇǳǘΦ 

¶ Lurk before you leap 

When you enter a discuǎǎƛƻƴ ƎǊƻǳǇ ǘƘŀǘΩǎ ƴŜǿ ǘƻ ȅƻǳΣ ǘŀƪŜ ǘƛƳŜ ǘƻ ƭƻƻƪ ŀǊƻǳƴŘΦ  Read messages for a 

few days to get a sense of how the people who are already there act.  The go ahead and participate.  

Bad information spreads like wildfire on the Internet. 

¶ wŜǎǇŜŎǘ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ time and bandwidth 

²ƘŜƴ ȅƻǳ ǎŜƴŘ ŀ ƳŜǎǎŀƎŜ Ǿƛŀ ŜƳŀƛƭ ƻǊ ŀ ŘƛǎŎǳǎǎƛƻƴ ƎǊƻǳǇΣ ȅƻǳΩǊŜ ǘŀƪƛƴƎ ǳǇ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ǘƛƳŜΦ  

Therefore, make sure the time they spend reading your message is time well spent.  ̧ ƻǳΩǊŜ ŀƭǎƻ ǘŀƪƛƴƎ 

up bandwidth, the information-carrying capacity of the telephone lines or networks used to transmit 

your message.  5ƻƴΩǘ ŎƻǇȅ ƳƻǊŜ ǇŜƻǇƭŜ ǘƘŀƴ ƴŜŎŜǎǎŀǊȅ ƛƴ ŀƴ ŜƳŀƛƭ ƴƻǘŜΣ ŘƻƴΩǘ ƛƴŎƭǳŘŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜ 

original message in your reply unless necessary, and be careful about posting the same message to 

more than one newsgroup.   

¶ CƛƴŀƭƭȅΣ ōŜ ǘƻƭŜǊŀƴǘ ƻŦ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ 

Electronic communication can be a scary place for novices, and we were all network newbies once.  So 

ǿƘŜƴ ǎƻƳŜƻƴŜ ƳŀƪŜǎ ŀ ƳƛǎǘŀƪŜΣ ǿƘŜǘƘŜǊ ƛǘΩǎ ŀ ǎǇŜƭƭƛƴƎ ŜǊǊƻǊΣ ŀ ǎǘǳǇƛŘ ǉǳŜǎǘƛƻƴΣ ŀƴ ƛǊǊelevant 

comment, or an unnecessarily long answer, be kind.  If you want to be helpful, point out errors by a 

private email message, not by public posting to a newsgroup.  Give people the benefit of the doubt. 

Other Hints 

The written word is a powerful tool in terms of communication, so caution should be taken in how it is used on 

the Internet.  Remember: the email message will almost always be taken at face value.  Keep sarcasm to a 

minimum or delete it altogether.   

Some E-Mail Netiquette Hints and Tips: 

¶ Using all capital letters gives a word very strong emphasis.  It can also have the effect of SHOUTING!   

¶ Enclosing a word with asterisks has a different effect.  Asterisks indicate a mild emphasis and serve the 

same purpose as italics. 

¶ {ƛƎƴŀǘǳǊŜ άǎƳƛƭŜȅǎέ Ŏan help to indicate mood or tone of voice:  

¶ :-)         LΩƳ ƘŀǇǇȅΦ 

¶ ;-)        Just Joking. 

¶ :-(          LΩƳ ǳƴƘŀǇǇȅΦ 
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¶ Be careful when replying to a message.  If your reply is to be automatically sent back to the originating 

address, verify that the address if not connected to a list or groups.  As personal response intended for 

a specific person may end up in the hands of many. 

¶ Common Net acronyms include:  

¶ FAQ                Frequently asked questions 

¶ FYI                  For Your Information 

¶ BTW               By the way 

¶ IMHO             In my humble/honest opinion 

¶ RTM               Read the Manual 

¶ LOL                Laughed out loud 

¶ YMMV          Your Mileage May Vary 

¶ Electronic mail is not protected and not private.  Your message can be forwarded or copied to anyone, 

anywhere.    

¶ Never send chain letters over the Internet.  ¢ƘŜȅ ŀǊŜ ŀƴƴƻȅƛƴƎ ŀƴŘ ŦƻǊōƛŘŘŜƴ ōȅ ǎƻƳŜ L{tΩǎ ŀƴŘ ƘŀǾŜ 

no place in a class.  

¶ !ƴƎǊȅ ƻǊ ƘŜŀǘŜŘ ƳŜǎǎŀƎŜǎ ŀǊŜ ŎŀƭƭŜŘ άŦƭŀƳŜǎέΦ  They are childish and never necessary.  

¶ Use the subject RE: line to clearly state the topic of your message. 

¶ Keep messages concise.  Message should have lines that are not more than 65-70 characters in length 

and generally no more than 12 lines. 

¶ If you send a long message, it is a good idea to tell the recipient at the beginning of the message so 

that they have the option of downloading it to read later.  

VCU Libraries Support for Online Classes  

The VCU Libraries provide comprehensive services to students enrolled in online programs (and faculty 

teaching online who are out of area). 

Interlibrary Loan Service  

ILLIAD (Interlibrary Loan and Document Delivery) can get resources for students when:  

¶ the item they want is at the bindery, checked out, in storage, lost, missing, not owned by VCU 

Libraries, not on the shelf, on order (not available) 

¶ they want a digitized copy of a journal article or book chapter that is not online; 

¶ their schedule will not allow them to make copies of a journal articles, book chapters, patent, etc, that 

are available in the VCU collection; 

¶ the article they want is on the other campus; or 

¶ they are unable to retrieve books and media from VCU Libraries collections (distance education 

faculty, staff and students only). 

Interlibrary Loan and Document Delivery Services are extended to VCU employees or students who are 

currently enrolled in or employed by a VCU distance education program. VCU employees or students currently 

enrolled in or employed by a VCU distance education program are eligible for the same services and subject to 

the same fees as other VCU faculty, staff, and students. Users affiliated with a distanced education program 



 P a g e | 59 
 

 Online Teaching and Learning Resource Guide 

 

who register for ILLiad with a ZIP code outside Metro Richmond are eligible for Enhanced Services with 

reduced fees. Enhanced services are provided to VCU employees and students residing outside Metro 

Richmond. Below is a list of services provided. 

¶ For users in the United States, use Interlibrary Loan Services to request materials (articles, books, 

dissertations, patents, etc.) not available in VCU Libraries' collections. Allow 1 to 4 weeks for delivery 

of books and other returnables. Allow 1 - 7 business days for delivery of copies such as articles and 

book chapters.  

¶ For users outside the United States, use Interlibrary Loan Services to request copies of materials 

(articles, book chapters, etc.) not available in VCU Libraries' collections.  Allow 1 -7 business days for 

delivery of copies. 

¶ To request Interlibrary Loan Services, use ILLiad.  

¶ There are no fees nor delivery charges. 

Copy Service  

¶ Library staff will retrieve, copy and deliver copies of articles from journals or chapters from books 

owned by VCU Libraries, or patents. Allow 48 business hours from the time of receipt by staff for 

processing your request. 

¶ To request this service, complete the appropriate ILLiad request form. 

¶ There are no fees nor delivery charges. 

Book and Media Delivery  

¶ Library staff will retrieve and deliver circulating copies of materials held in VCU Libraries. Allow 2 

business days from the time of receipt by staff for processing your request.  More time may be 

required to fill your request depending upon the availability of the item.  For example, the item may be 

in use by another patron or may not be on the shelf. 

¶ For users in the United States, materials are mailed via UPS Ground Services. UPS Ground return labels 

are supplied.  Users residing outside the United States will be responsible for the cost to return 

materials back to VCU Libraries.  

¶ To request this service, complete the appropriate ILLiad request form. 

¶ There are no fees nor delivery charges. 

Students can log in to ILLIAD at https://illiad.library.vcu.edu/illiad/ 

  

https://illiad.library.vcu.edu/illiad/
https://illiad.library.vcu.edu/illiad/
https://illiad.library.vcu.edu/illiad/
https://illiad.library.vcu.edu/illiad/
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